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hen whe? 


Imagine . . . 7,000,000 of them! Yes, seven 
million office-size Underwoods! 

Who'd think any manufacturer had made 
that many typewriters for business! No 
wonder Underwood is recognized as the 
“Typewritet Leader of the World.” 

And those 7,000,000 Underwoods .prove: 
that we secretaries certainly know a oer 
thing wher we use it. 

Have YOU seen the new Underwood with 
that smooth, s-m-o-o-t-h touch and Under- 
wood’s exclusive See-Set Margins? 

Your local Underwood representative will 
gladly give you a demonstration. Phone him 
right now! 





Note the Underwoods Wherever You 


Underwood Corporation 


Typewriters . . . Adding Machines . . 
Accounting Machines... Carbon Paper . 
Ribbons 


One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canac 
Sales and Service Everywhere 


UNDERWOOD “B= 
Kikithu [ouch OE LUKE 


MADE BY THE TYPEWRITER LEADER OF THE WORLD 














When do you want your copies? 


In a matter of minutes? MODERN mimeographing can produce: sharp, 
raleXolaWan lle @xolaPxvdalit-Micel oli-t Wel MAU Mo) ok MohMm iM li uleh(ail-Xe Mi aeli-Mo) MECH of <1) 
second if need be. 

But, most important is the new over-all speed of the process that 
means day-after-day saving in time to produce copiés on a wide variety 
of paper and card stocks in sizes from 3 x 5 to 9 x 16 inches—copies in 
multiple colors—copies with lettering and illustration—and copies on 
both sides of the paper. 

Mail the coupon below for free samples. A. B. Dick mimeograph 


products are for use with all makes of suitable stencil duplicating products. 
a £ a \B D ( K 


A. B. DICK COMPANY, DEPT. 0-752 
5700 Touhy Avenue, Chicago 31, Illinois 


Send me the free portfolio of MODERN mimeograph:ng. 





ee ke 
ORGANIZATION 
ADDRESS 


|, ee ee 
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*“*All he said was, I want those bills 
out by five o'clock, Miss Hardway” 


$a big difference 
in business forms, too ! 


It’s the difference in how they work—for you. 
Standard Register continuous forms work to let busi- 
ness machines produce continuously—produce 
accurate, legible multiple-copy records at lowest cost. 
That’s guaranteed—it’s how these forms are made. 

Standard Register forms work to control your 
business operations better. Our representative expertly 
meets your system requirements: procedure—simplest 
writing process—efficient form design. 

Phone The Standard Register Company in your city. 
Or write us at 507 Campbell Street, Dayton 1, Ohio. 


STANDARD REGISTER 
[J Labor Saving Business Forms and Devices 


ORIGINATORS OF MARGINALLY-PUNCHED CONTINUOUS FORMS 





en all 
PAPERWORK 
SIMPLIFICATION: 
What happens when bett 
business forms are scie 
tifically applied. 


Now! ‘‘Non-Stop”’ Typi 

of Continuous Forms! 
Ever notice the interrug 
tion that takes place wh 
© typist completes a form 
Before resuming, she mu 
carefully turn the plate 
to the proper line of th 
next form, 


The Automatic Line Find 
eliminates this 
typing interruption! 


A 
TO 


works. . . 

finishes one form (no mat 
ter how mony lines she ha 
typed) she simply pulls th 
lever of the Automatic Line 
Finder. The forms advanc 
automatically to the nex 
writing line, as below. 


ccsunerf ule eastiasisiann'e 

Kant-Slip Continuou 
Forms, combined wit 
Standard Register's exclu 
sive new Automatic Lin 
Finder, enable users to pro-| 
duce 44% to 300% mor 
records per hour, 


The Automatic Line Finder 
is available for most type- 
writers and key-operated 
bookkeeping-billing ma- 
chines. 
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Walionals return us 100% a year on our investment” 


— HANOVER FIRE INSURANCE COMPANY, NEW YORK, N. Y. 


“Since installing three National ‘Class 31’ poy goo Meg wl pay Soe Gomes 
accounting machines in our Home Office Ac- year after ae returning Ae the 


counting Department in 1950, our personnel some profit. wae 
. . ra os . ats oO matter how specialized your 
wn PEs ald a greatly increased, volume Of jh Najony get ncn 
‘ y. addition, these needs, often do % of the work auto- 
three machines bring us an estimated saving of $15,000. = atically. 


* ; , . Let a trained systems analyst show 
Thus, our machines paid for themselves in a year. how much you ao gave with Na- 


“ , —- i > ri i c tional’s exclusive combination of 
We are so impressed with the speeding up of work, ictaues. Pasae eur mane tae 
particularly in our cashier and reinsurance departments, tional office. 
that we are now installing comparable Nationals in our 


Western Department at Chicago.” 


@ The Hanover Fire Insurance Company this : ere 
year celebrates its 100th anniversary, with fi. hw 
dividends paid each year since 1853. They at- uu d 


tribute this record to public service plus PRESIDENT ‘ ° 
sound business management. Their investment HANOVER FIRE ; ACCOUNTING HACHUIES. ‘ 
in Nationals is in accord with that policy. INSURANCE CO. ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 
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New 5-million-dollar plant and offices of AiResearch Mfg. Co. of Arizona in Phoenix. Facade 
is Arizona fieldstone with aluminum trim at entrance. Executive and administrative offices are 
in this section of the building. 


components plant of AiResearch 
Mfg. Co. of Arizona at Phoenix was 
planned to provide a facility which 
would be self-contained from the start 
and provide, by physical layout, tight 
administrative control of the flow of 


Tes new 5-million-dollar aircraft 


paper from executive offices through 
such sections as material and produc- 
tion planning, purchasing and engineer- 
ing, before reaching the production or- 
der stage. 

A good example is the purchasing 


department, headed by Leslie H. 
Rhuart, purchasing agent, and housed 
in 2000 sq. ft. on the front corridor of 
the building with easy access to sections 
with which it has most of its everyday 
dealings, as well as to the front lobby. 
Good relations with outside salesman is 
pointed up because some 70% of the 
tooling and fabricated parts needed are 
supplied by subcontractors. Briefly this 
is how the purchasing system works: 
A purchase requisition, which may 
originate in any department, enters the 
purchasing department through the 
| registry and records section where it is 
recorded and stamped. From here it 
goes to priorities, which screens every 
requisition. If the request requires it, 
a priority or allocation is assigned. 
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Office Core 
Runs Through 
New Arizona 
Plant 


Next step is Mr. Rhuart’s approval 
and signature, then segregation of the 
requisition as to the type of material 
ordered. A further division as to the 
kind of buying necessary (maintenance, 
repair or operating supplies) is the final 
step before requisition is routed to a 
buyer. 

The buyers’ functions are divided in- 
to specific types of procurement: raw 








materials and parts, tooling and subcon- 
tracting. The latter embraces the major 
categories ol subcontracting. A buyer 
hecomes a specialist in his particular 
field. He is responsible not only for the 
purchase order, but he must act as ¢o- 
ordinator between plant and vendor. His 
responsibility ends only when the ma- 
terial has been received and passed in- 
spection, 

The buyer initiates procurement with 
a purchase order and number, handled 
by a purchasing clerk assigned to jim. 
Copies of the order go to the vendor, 
accounting, originating department, re- 
ceiving department, inspection, and 
priorities. From the eopy retained by 
the purchasing department, a reference 
card is compiled showing any changes 
in the original order, shipments, receipts 
and any other follow-up information. 
Cards are filed numerically by part num- 
ber in visible books. The same informa- 
tion is maintained by the buyer at his 
desk in alphabetical arrangement to thus 
provide a eross cheek. 

A central filing system in the pur- 
chasing department provides reference 
to completed purchase orders. <A cata- 
log file is maintained for the buyers’ use 
in looking for parts and services outside 


the company’s approved sources. The 
purchasing offices are laid out to provide 
the buyer with space for his paperwork 
and room for interviews with vendors 


and outside sales representatives. 


Since the original plant was oceupied 
last August, it has been expanded from 
an original 100,000 sq. ft. to 154,000 
sq. tt. The new section provides offices 
for production engineering, production 
planning, material planning, purchas- 
ing, manager of manufacturing controls, 
auditor general, liaison engineering, 
electronics engineering, tool design and 
drafting. <All these offices are on the 
front corridor in the north 
the building. 

The factory building is split by an 
administrative core which expedites the 
flow of paper into the production and 
assembly areas. This section takes the 
form of a double-decked mezzanine con- 
taining on the ground floor office and 
laboratory space for the plant superin- 
tendent, electrical assembly supervisors, 
electrical and machining inspection, tool 
cribs and medical office. On the second 
floor are tabulating and payroll offices, 
blueprint shop, production control of- 
fices, plant engineering, USAF inspec- 
tion and electronics laboratory. Wo- 


section of 


This view, taken from 
the plant side, shows 
the two-deck office 
core which runs 
through the produc- 
tion areas to pro- 
vide closer contact 
between plant and 
offices. 
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General view of the purchasing department of AiResearch Mfg. Co. of Arizona. Buyers are at 
the desks at left and purchasing clerks are at the right. Offices of the purchasing agent and his 
assistant are in the background. 


men’s and men’s toilets and washrooms 
fur the faetory area are also on this 
floor. 

Executive and accounting offices oe- 
cupy the south portion of the front of 
the building. These include the offices 
ot J. C. Garrett, president, and Mur- 
ray S. Gelber, vice president and mana- 
ger. Total space of the office area, in- 
cluding the mezzanine, is 31,000 sq. ft. 
Executive offices are finished in vertical 
wood wainscot in deep brown tones with 
walls and carpeting of light green. 
Acoustical tile is used throughout the 
lobby and office sections. Lighting is 
by standard fluorescent units at ceiling 
level. 


A heat absorbing 


plate glass and 
aluminum trim entrance contains double 
swinging doors to the lobby which is 
finished with wood wall lining in vertical 


grain to accentuate height. Two end 
walls of the lobby were designed for 
photo murals. 

The front of the building is trimmed 
in Arizona field stone cut in thin eourses 
to obtain a horizontal effect. Heat ab- 
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sorbing glass combined with 4-ft. over- 
hang louvres reduce glare and aid in 
eooling. Four air conditioning units 
supply a change of filtered air every 
six minutes to the office, operating inde- 
pendently of the factory air conditioning 
system. The office area is of steel frame 
construction with concrete floor and 
roof, and unit masonry walls. The roof 
can support a second floor, column sup- 
ports having been extended for future 
expansion. Provision was made for two 
stairways to the second floor and a 
hydro-electric elevator. 

How much more AiResearch will ex- 
pand its Phoenix facilities is dependent 
on defense demands, but Mr. Gelber pre- 
dicts that Phoenix will become one ot 
the west’s major engine production een- 
ters when the plant begins turning out 
gas turbine power units. Employment 
has grown from four women who started 
the electrical production line to more 
than 600 on the payroll. This figure 
grows at the rate of 75 to 100 hires 
a month with 1200 expected to be em- 
ployed by late fall. 








\F SS 
‘ the whale office * 
/ is Lesh-as-a-daisy, * 
since we installed 


Pendaflex as reduces 
labor costs assures a 
jer state of mind 
in filing routine. 
SECRETARIES: 


Filing takes no time with 
Pendaflex. it’s so we 


easy 
don't let filing pile u 
for weeks. peeiied 


CLERK: 
No hunting and diggi 
for papers: with Pendaflex. 
They’re ri 
D Tabs are a 


Send coupon 
for catalog 
and name of 
nearby dealer 
to install trial 
drawer. Money 
back if not 
satisfied. 


Oxford Filing Supply Co., Inc. 
101 Clinton Road. 
Garden City, N. Y. 


Name 


Address. 
City Zone State 
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RUTH WILSON 


EAMS have been written about the 
office siren, that designing female 
who regards an office as a happy 


|hunting ground for males and keeps 


many a wife awake nights wondering 
if her man will be the next victim. But 
what about her male counterpart, the 
office wolf? 

The office wolf comes in two varieties, 
like the measles, and like the measles 
one type is slower and more insidious in 
action than the other. The less danger- 
ous kind is the direct action wolf. This 
boy may range in age from eighteen to 
eighty (if most offices didn’t retire him 
at sixty-five) and every office has at least 
‘one. He may be the downy-cheeked of- 
\fice boy who hovers around any attrac- 
|tive newcomer with offers of morning 
| coffee or afternoon coke, or the graying 
|executive who satisfies his wolfish urge 
|with a fatherly pat and almost con- 
vinces himself that his feelings toward 
his pretty secretary are purely paternal. 
These two are harmless. 

Even their more active counterpart, 
the salesman with the Casanova complex, 
can be handled easily with a little tact. 
He’s the fellow who ogles every femi- 
nine staff addition under forty and still 
with her teeth, waylays her at the water- 
cooler almost as soon as she’s found her 
|'way there, and considers a pleasant, 
'“Good morning,” enough of an opening 
|for a dinner invitation. If turned down 
| diplomatically, he figures she just doesn’t 
|appreciate his charm, so why waste it? 
He’s seldom persistent, as there’s usu- 
ally a new subject-in the offing, or an 
‘old one who showed some encourage- 
‘ment. It’s even possible to make a good 
friend of this type, as his love for femi- 
‘ninity is too all-embracing for him to 
|bear a grudge when it isn’t reciprocated 
‘by some misguided (he thinks) member 
|of the weaker sex. 

The subtle wolf is the real danger to 
any career girl. His attack is bound 
to result in damage either to her emo- 
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your bottleneck? 


Today's faster business 

pace makes one fact 

clear. In many companies 

the regular exterior telephone 
system is not enough! It may 
actually be a bottleneck! Kel- 
logg SELECT-O-PHONE will break 
that bottleneck! 


Automatic, requiring no operator 


and independent of your switchboard, 
SELECT-O-PHONE is the modern means of 
transmitting ideas with individual executives or 
groups inside your business - instantly, privately, 
and continuously - without interference with your 


regular telephone! 








SELECT-O-PHONE Dial Intercommunication Systems are sold, installed 
and serviced by factory trained, franchised dealers all over America. 








KELLOGG 


THE /S(OE VOICE OF BUSINESS 
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MAIL COUPON TODAY! 
ee ~ 
| SELECT-O-PHONE DIVISION, Dept. 10-G 

Kellogg Switchboard and Supply Company 
6650 South Cicero Ave., Chicago 38, Illinois 


H Please rush your new ‘Hears How’ Booklet that 
explains how | can benefit from dial intercom. 
munication. 


ll 








tions or her career, depending only on 
how susceptible she is. This type usu- 
ally belongs to the higher echelons of 
management—a junior executive or per- 
haps a vice president, if he’s a member 
of businesses where vice presidents are 
numerous and quickly achieved. He’s 
probably considered a model husband 
and father by the majority of his co- 
workers, although a tew observing souls 
may notice that his secretaries are al- 
ways attractive and trequently short- 
lived in his employ. 

This character is always 
mouthed, scorns the obvious approach, 
and will devote months to his euileful 
campaign it achieve re- 
sults. He goes into action by compli- 
menting the neweomer’s work,  pro- 
gresses from there to her good taste, 


ele SC- 


necessary to 


and then comes up with the discerning 
eomment about how well her new blouse 
matches her eyes, or words to that effect. 
Few girls can resist such flattering notice 
from their boss, so they are softened 
@p for the cocktail invitation, which in- 


*“SHREDMASTER destroys 


confidential records 
Quickly, simply, quietly’’ 


... says Chase Bag Company 


Shredmaster shreds records into unread- 
able strips quietly, without litter or dust. 
Saves tearing, toting, burning ... while 
assuring absolute destruction of confi- 
dential papers and obsolete records. Safe 
and easy to operate. Gray finish har- 
monizes with other office equipment. 
Negligible maintenance. 


Write today for complete information. 


SHREDMASTER 


Shredding Machines 


a product of—The Shredmaster Corporation 
205D Willoughby Avenue, Brooklyn 5, New York 


Division of Self Winding Clock Corapany 


‘Gullible 


evitably follows. This is just “one for 
the road” in summer, or “something 10 
keep the chill out” in winter, but if 
Gwen is naive enough to ae- 
cept, the wolf knows it’s all over but 
the kill. Only one girl in a thousand 
can turn this boy down and still keep 
her job. But if she accepts his invita- 
tion she'll probably find herself sue- 
cumbing to his undeniably smooth line, 
only to wind up jobless anyhow when 
another pretty tace catches his eye. 

The subtle wolf, incidentally, never 
uses the timeworn “misunderstood” gag. 
He always refers to the little woman at 
home with the utmost respect. It's the 
foolish girl in the case who pictures him 
as suffering in silence the pangs of an 
unhappy home life, with a cold and e¢al- 
culating helpmate. So when she sud- 
denly finds herself on the way out, she 
has nothing tangible on which to base any 
complaints and has to take her dis- 
missal or transfer in silence, counting 
her blessings if it’s only her career that’s 
been affected. 





aly 
“a 


Moore KEY CONTROL 


* TRADE MARKS 


| , Ro } 
Key Cabinets, Filing Cabinet Trays, 
Desk Drawer Inserts, Key Panels 
for Every Size Including Tags, Re- 
ceipts, Index Cards, Key Envelopes, 


etc, 
For Information write: 


P. O. MOORE INC. 


302 Fourth Ave. New York 10, N.Y. 
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Only the 


L056 
EXECUTIVE 


is adjustable 


in so . 

\odel 18-A 

cosco \. 

Executive 
Choir 


$ 47-50 
($49.50*) 


many ways 


...so easily! 


@ Six easy adjustments, made with- 
out tools, to fit your own physique, 
work habits and ideas of comfort. 
No other office chair has them all! 
Smart styling and sturdy, all-steel 
construction . . . with handsome 


DuPont ‘‘Fabrilite’”’ upholstery and 
Bonderized, baked-on enamel finish 
in modern office colors. Get com- 
plete information on the full line of 
handsome all-steel COSCO Offfice 
Chairs. Mail handy coupon today! 


HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 


Also these COSCO favorites: 


Model 15-S 
Secretarial Chair 


$ 32-50 
($33.50*) 


Model 20-A 
Arm Chair 


$ 27-50 
($28.50*) 


* Zone 2: Florida, Texas 


and Il Western states. 
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HAMILTON MANUFACTURING CORPORATION, 
Dept. G7, Columbus, Ind. 


Please send, without obligation, name of near- 
est dealer and complete catalog. 


Firm 
By 
Address 


City 


LUSCA Fins: 


Good seating...in good taste.. 


.is good business 


13 








Protecting your RIGHT 


Th, a 


ors 


toa perfect 


“WRITE’ 


isa RITE with us 


si: part in the National Defense | 


» Program is a source of pride co us. 
There is another defense program i in 
which we take particular pride... the protection 
__ of PANAMA-BEAVER quality. . .come what may... 
so thar YOU will always get a perfect“ WRITE” 


PAWAMA- EA VER 
bid” ahi 


MANIFOLD SUPPLIES CO., 18% 3rd Ave., Brooklyn 17, N. ¥. 
Coast to Coast Distribution 
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MODEL 201 
Popular because it can be used for 
adding and multiplying as well as 
for protecting cash .. . extremely 
low priced. 


MODEL 201A 

Upright Service Station Model 
Brand New ... has all the famous 
R. C. Allen protective features. 
Especially designed for operators 
who prefer the upright type cash 
register. 





MODEL 511 

Protects both stock and money. 
Designates merchandise or kind of 
service and attendant. Accumulates 
locked in totals of gallons of gas 
sold as well as money values. Han- 
dles.cash and charge sales, re- 
ceived on account and paid out 


setinne 


R.C.Allen 


CASH REGISTERS 


designed to protect 





every business transaction in. 


NOW is the time! 


Service Stations do their peak volume 
during the summer months. Get your 
share of cash register sales NOW! 


R.C.Allen 


Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 





Wp Sypewiter VA Bouilh 


GE: VHT CE Yen 


: P 29,55 60 - Re 
| gg ann sedsteee, 25.90 gs 06 « 


$0 boeey, 


"teas 








MODEL 611 


(Six carriage 
widths available) 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 
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There are 


2b O 
STYLES and SIZES 


of 


FASTENERS 


Za te o 
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ACCO FASTENER 














Beginning with the universally used style with 234” 
centers (above) Acco has a fastener to meet your 
every need. Used independently, or in ACCOBIND 
Folders or ACCOPRESS Binders of fine pressboard, 
they provide an immediate and permanent answer 
to the binding problem of every office. Ideal for 
binding loose leaf catalogs, ete. “ACCO-Bound 
Papers are Safe Papers.” 


<sS—__—s—s acco 


———— | Products, Inc. 
jo] aensbure, 


New York 





























PAPER FASTENERS 
BINDERS ¢ FOLDERS « PUNCHES 


In Canada: ACCO CANADIAN CO., LTD., Toronto 
@#eeee0eeeeeoeeeeeeegee%#eesete@ee8e08 @®@ 
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Why | gave the largest order to Bill 


His office impressed me, first time I saw it. The place had 
an air of quiet efficiency. He had figures we needed, right 


at his fingertips. Looking at his desk, I felt big things would 
get done because details were competently handled. 

It gave me a clear picture of the kind of man I wanted to 
do business with. That’s why I gave Bill the largest order. 

“Y and E” makes the office equipment that’s such an 
important part of this picture. 

Attractive, efficient ...‘“Y and E” helps you get things done 
—the way that gets the order. 

“Y and E” equipment is designed for success. 


“Y and E” offers a complete line of equipment. Send for 
Steel Desk Catalog No. 3806 to find the desk that fits your 


Send for Steel Desk Catalog No. 3806. 


eet 


re RS 


YAWMAN 


1020 JAY STREET *« ROCHESTER 3, N.Y., U.S. A. 
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Cut your 
Correspondence 
Costs 40% 


MODEL 5060 


EVER FIGURE OUT what a business 
letter costs? Look at the chart—the top 
column represents your cost. Add your 


letters, as personal as your signature. 
Auto-typist Dual Selector contains 
two large record rolls carrying 100 or 








A TYPICAL BUSINESS 
LETTER COSTS $1.00 
DICTAYOR ... .40 
Stenographer .. . 
Overhead 

Mailing 

Filing 

Stationery 

Supplies 

Ribbon 

Carbon Paper . . 
TOTAL COST 

OF LETTER. . . $1.00 











stenographer’s 
time... these 
two items alone 
account for 78% 
of yourcorre- 
spondence ex- 
pense. Nothing 
to be done? Cer- 
tainly there is! 
Let Auto-typist 
type routine let- 
ters, service, col- 


lection and the like. Individually typed 


AMERICAN AUTOMATIC 
TYPEWRITER COMPANY 


more prepared paragraphs. By push 
buttons, operator selects the paragraphs 
to be typed, choosing them in any se- 
quence. Auto-typist runs them off just 
like a player piano . . . stopping auto- 
matically, anywhere in the body of the 
letter,so that names, amounts and dates 
can be inserted manually. Auto-typist 
5060 operates any typewriter, manual 
or electric. 


Write for FREE ‘How to Use” 
Auto-typist Booklet 


Avito-irypist 


614 N. Carpenter St., Dept. 53, Chicago 22, Ill. 
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JEM PO DOES /T AGAIN { 
THE NEW 


Self-Controlled” 





The First High-Speed, Quick-drying ink 
recommended for both open and closed- 
cylinder stencil duplicators. 





Holds its place in the cylinder even at 
highest speeds. Costs no more than 
ordinary inks. Try it in your Duplicator. 


See your Tempo Dealer or Write us Direct 


OTHER FAMOUS TEMPO PRODUCTS 
Tempo Film Stencils . . . for the kind of copy you want. 
Tempo “500” Ink . . . for that press-printed finish. 


Tempo Electric Duplicator . . . Today’s most 
progressive advancement in office printing. 





Milo Harding Company 


po ESTABLISHED 1904 
Ef vee 434 West Pico Boulevard 


STENCIL 


1 ; 
DUPLICATING prooucts Los Angeles 15, Calif 
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VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 
MACHIN 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World's Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


‘ever ie... 


34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 


ET La 
Company Name 
Address ~..... 

| eae 
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Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-752 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 
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PRONTO FILE CORPORATION 





pronto Seats: 


= r 





ARY BASES 


all size files 


Letter Size $355 


an 








Legal Size $435 


Check Size $2.40 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY 


=No more need of fussing and fuming. 
With Pronto files you can get at all 
records just as easily as in your regular 
active files. 


BEAUTIFUL APPEARANCE — 


Pronto files are beautiful in appearance, 
finished in an attractive olive green. The 
steel drawer front matches your regular 
active office files. 


STURDY CONSTRUCTION — 
Prontos are built of 275-lb. test corru- 
gated fibre board and reinforced with 
steel on the shell and the four corners 
of the drawers. 


SAVE FLOOR SPACE— Constructed 
so that they interlock into solid units and 
stack as high as the ceiling, saving valu- 
able floor space. 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


285 Madison Avenue 


New York 17,N.Y 





FOLLOW BLOCKS 


made for any size file 





more than 20 sharp 
reasons for using QUEEN 
QUALITY CARBON PAPER! 


. .. But they can all be summed up like this: 
With QUEEN QUALITY CARBON PAPER, any 
secretary can make over 20 wonderfully clear, 
pin-point sharp copies. 


This time-tested, deadline-proved carbon paper 
never curls, never smudges. And, important news: 
it’s specially made to end once and forever 

the nuisance of soiled hands and clothing! 








Ask your boss or purchasing agent to get you 
some FREE samples of 


QUEEN QUALITY CARBON PAPER 


Be sure to state the quantity of carbon copies to be made 
at each typing. Available in four different weights for 

all business requirements—feather-weight, light-weight, 
medium weight and standard weight. Each weight available 
in four different finishes to suit your needs. 





Made by the 
makers of famous 
i-dizi:fe). 4 en CO., Inc. 


Manutacturers of: INKED RIBBONS, CARBON PAPERS, MASTER UNITS, CARBONIZED ROLLS, SPIRIT ond HECTOGRAPH DUPLICATING CARBONS 
FACTORIES: Brooklyn, New York * Chicago, lilinols * Atlante, Georgie 
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LETTER TRAY — strong two 
point suspension allows ac- 
cess from entire front and 
both sides. Tiers quickly 
added, legal or letter size. 


Greal Names in inDUSTRY... 
CHOOSE Creal DESK TOP EQUIPMENT writing sets are equipped inexpensive book ends 


with iridium tipped points to match modern office 
and each point is tested furniture 


BERT M. MORRIS CO. is foremost in the cud agproced at factory 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris BOOK ENDS — at last — 





for writeabilit 


field of matched Desk Top Equipment. 


The complete setting shown—pen set, MEMO PADS — available in 

memo pad, letter tray, ash tray, and oe ee ee eee 

phone rest, retail for less than you poser te used, or standard 
b box style. 

would expect to pay for one fountain 


pen set 


MORRIS FOUNTAIN PEN SET—A desk foun- 


tain pen with beauty of de sign and real — =) ‘ MORRISET —The constant 
writing utility. Concealed “push button” flowing, finest - es 
filler and thread-in point section. For long ullsiounves of ink. Choice 
life and smooth writing all sets are sup oof 6 | ar aay mg 
plied with iridium-tipped points. A real =< a" aay heved, stub. 


time and money saver in any office ———- 7 
FINE Morris Fountain Pen Set with 
<—am Northrop Aviation, lnc., insignia ©) 

EXTRA FINE Ce ee tans te ©) 
BERT M. ORRIS CO. \_ ~—_ 


ASH TRAY—A real H 
Desk Top Package Deals — #100 and #200 o> tae. Gas ge 


inquire about the surprisingly low cost of fect for any desk or con- 
ference table. 





Bept. 0-7 8651 West Third Street 
hes Angeles 48, Celifernie + - . 
in Cenede: Mcforiene Son & Hodgson, itd, Montreal, Que metching your desk with these items. 
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HELP WANTED! 


Business today needs competent 
secretarial help badly.* 


So ...a word to the wise executive ... make your 
secretary’s job easier with SoundScriber. This versatile, tireless 
dictating equipment with its exclusive ‘Television 
Indexing’ works wonders in streamlining every business 
day. You and your secretary save valuable hours of personal 
dictation .. . work better, get more done, faster and 
with less nervous strain. Thousands of businessmen 
like yourself have found the answer to their 
secretarial problem in SoundScriber. Write for 
information today . . . SoundScriber Corp., 
Dept. O-7, New Haven 4, Conn. 


*Recent business surveys show good secretaries 
are hard to find and keep. 


JOUND/SCRIBER 


First All Electronic Dictating System e First Disc Dictating Equipment 
230 Sales and Service Centers Coast to Coast 





Mr. Dealer:\: /p, 
; SS 
this means -) lor you 


FLAGSHIP carbon paper has one feature of the greatest im- 
portance that makes it different from and superior to all other 
types —its revolutionary new metallic back. 


This development has vast significance for the user . . . and 
equally great meaning for the dealer. Because of its exclusive, 
patented construction and pigmentized ink formula, FLAG- 
SHIP has greater versatility than the kind you may have 
“always bought.” 


In the past, each new carbon paper development has 
added numbers to already bulging retail stocks. Here at last 
is a development which allows you to cut inventory. No more 
overstocking of weights and writes— FLAGSHIP meets the 
needs of more people with fewer numbers. 


Gone with the overstocks are the “mysteries” of carbon 
paper merchandising. Here at last is a line that non-technical 
minded people—on either side of the counter—can understand. 
Selling the Flagship line is easy—even for new personnel! 


And Flagship’s distinctive metallic back means more cus- 
tomer satisfaction and ever-increasing repeat business. For 
everyone recognizes Flagship’s superior writing, handling and 
lasting qualities—and remembers its silvery gleam! 

Have we got something? You bet —and there's still more 


to the story. We'll be glad to tell it all to you. Make it a point 
to write today! 


CARBON AND RIBBON MANUFACTURING CORPORATION 
ALLIED General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 1629 Se. B’way, Los Angeles 15 


Tue Orrice—July, 1952 
























































extra impressions 
at NO 
extra cost with 




























































































MERCURY 
PRODUCTS... 








Many operators report Mercury-Graph 
Rollers and Mercury-Lith Rollers and 
Blankets deliver far more impressions than 
any other rollers and blankets in their 
experience. Their quality is built in—it can’t 
wear out. And it costs you no more 

to enjoy the superior advantages of these 
scientifically engineered accessories. 


RAPID ROLLER COMPANY 


OD. M. RAPPORT, Pres Federal at 26th Street CHICAGO 16 
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PROTECT YOUR OFFICE MACHINES 
WITH THE WORLD’S FINEST STANDS 


precision-built 
to last a 


lifetime 


Everything about Tiffany Stands suggests quality. Sturdy, 
heavy steel design; many exclusive features; attractive, baked- 


enamel finish. 


Silent operation means less operator 
fatigue ... increased efficiency. 
Non-slip protective heavy iron 
castings assure stronger, safer 
performance. Rigid construc- 
tion guarantees longer life 

at lowest annual cost. 





First choice of office workers 


and management everywhere... 


Practically impossible to turn 
over; sturdiness gives a firm 
foundation for every type of 

office machine. Feet adjust for 
uneven floors...high or low 
drop leaf on either side saves 
important space. WRITE FOR 
LITERATURE. 





=e creat mieten Dealers [3 
(Avaliable with extra drop leaf on i TAND . 
aghary POPLAR BLUFF, MO. 
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The only printing calculator having a separate 
multiplication keyboard .. . with unique automatic 
short-cut multiplication. The printed tape is permanent 
evidence of all calculations, including credit 

balance. Total capacity 999,999,999,99, 


fully automatic 


as 4 f Vv e t t ' Printing Calculator 


Olivetti Corporation of America, 580 Fifth Avenue, New York 36. 
Over 300 sales and service points throughout the United States. 


THe Orrice—July, 1952 








THe Orrice—July, 1952 

















= 
a | 
© 
an 
fae 
Zz 
© 
~~ 








THE TYPISTS “PAL” 


The Erasaguard m cleanly REMOV! function of the ERASER 





With it you can cleanly REMOVE all trace of Errors. 
SAVES Enough TIME in 0 DAY to pay for itself. 





SHE DOES MAKE MISTAKES 


Smooth Alumi- 
num surface to 
erase against on 
both Original and 
Carbon Copies. 

Curved surface 
exactly conforms 
to curved platen. 

Just place it be- 
hind the _ sheet 
you wish to erase 
from. 

Instantly allows 
letters to be set 
up by supervisors 
as measurements 
conform to type 
spacing. 

Supplied for 
Elite or Pica type. 

Edges do not 
slip on paper so 
ean be used for 
drawing with a 
pen and positively 
no blotting. 

Many letters 
confirm that the 
Erasaguard is in- 
dispensable for 
Efficiency. One 
Secretary writes, 
“I used Erasa- 
guard for several 
months in an 
office where I 
formerly was em- : 
ployed and now I BUT SH 
find it difficult to «This ERASAGUARD makes erasures so EASY that 


get along effici- IT’S MY REAL PAL” 
ently without one. 


I would like to purchase one or two. Is there a dealer in this territory?” 

The Erasaguard is a positive necessity on every Typists’ desk. Sold only by 
Kee Lox Mfg. Co., Rochester, N. Y. and Branches, Patent 2260089. Price $4.20 
per dozen, but you can have one for yourself by sending 35c U. S. Stamps with 
the attached Coupon. Not over 2 on any one Coupon at this price unless 1 doz. 
or more is ordered. 


You Need 
a PAL? 
BE HAPPY 
With a 
REAL ONE 


Send Coupon 
At Once 
THANKS 











SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 














MUN Aue. 


21 WEST STREET, NEW YORK 6, N. Y. 

















TELEPHONE HANOVER 2-5425 
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MODEL 4- 
ROTARY STENCIL 


DUPLICATOR 


PRINTS POST-CARD TO LEGAL SIZE! 


AT LAST! A full-size, easy-to-use duplicator . . 
priced amazingly low for volume sales. This fast- 
selling ‘ ‘over-the-counter’ unit requires no serv- 
icing—super ior design and precision manufacture 
insure trouble-free operation. 

OPENS UP a whole new market for you! Thou- 
sands of prospects who could not previously afford 
a high-quality duplicator can now own this sensa- 
tional new PRINT-O-MATIC! 


“Tailor-made” to fit the needs—and budgets of 
every type of business and organization. 


WORLD'S BIGGEST 
LITTLE MONEY-MAKER! 


IND DAT 


MODEL A 
AUTOMATIC 
CARD-SIZE 
DUPLICATOR 


EVERY BUSINESS will find hun- 
dreds of money-making uses for eye-stopping new 
this handy card printer! Prints Model A-2 Counter Dis- 
3”x5” file cards, U.S. Government gi. 14 not, write of 
Post Cards, others up to 4”x6" °Y neers tes 

$ ©Produces over 2,000 sharp, clean nce for this attroctive 
copies per hour! soles oid! 


@ IMPROVED! 
DO YOU HAVE your 
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AM GREATEST FULL-SIZE’ 
DUPLICATOR VALUE 


EVER OFFERED! 





RETAIL PRICE 


*56.00 


COMPLETE WITH 


PACKED WITH FEATURES USUALLY 

FOUND ONLY IN MACHINES SELLING 

FOR TWICE THIS PRICE OR MORE! 

@ SEMI-AUTOMATIC “inside Inking” puts ink exoctly 
where needed. 

@ COVERED CYLINDER prevents drum drip, protects 
ogoinst dirt and dust. 

@ STREAMLINED DESIGN, rugged construction for beauty 
and long service. 

@ EASY ADJUSTMENT—prinis on ony size sheet, post- 
card to lego! size. 

@ SNAP-ON FEED ARM—oc PRINT-O-MATIC exclusive! 
lifts off while loading. 


@ COUNTERBALANCED DRUM provides smooth, fost 
action. 


@ ONE-AT-A-TIME Automatic Feeding insures occurcte 
register, no waste. 


©@ COMPACT, PORTABLE for ecsy storing and corrying. 


SENSATIONAL POINT-OF-PURCHASE 
DEMONSTRATION OFFER! 


YOU CAN OWN o demonstrator model 4-A at obso- 
lutely no cost to youl Fully inked on-the-spot demon- 
strations moke selling easy. Write for full details! 


The PRINT-0-MATIC Co., inc. 


Merchandise Mert @ Chicago 54, Iilinels 
Pioneers in New and Better Stencil Duplicating Equipment 


33 





ONLY YOU KNOW YOUR — as 
OWN SECRET ll 
COMBINATION 





Three letter drawers — ball 
bearing, compressor, nen 
$ 





HEAVYWEIGHT 105 LBS. SHIP. WT. 
B2-C (LEGAL SIZE) ALL Dim. as 
ABOVE, EXCEPT WIDTH, 30 

AVAILABLE IM GREEN OR cacy, 
INDICATE COLOR. PLUNGER LOCK 
FOR ALL DRAWERS, $9.90 EXTRA, 








ONLY 


PROTECTION 49: 


AGAINS 


PILFER | peel 


ee oe i 0 IVER 


CB2C—LEGAL SIZE $52.95 





art steel sales corp. new york 63 n. y.,; U.S. Ga. 
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To make your work look better... 
Make You look better... Always use 


ONGHORN © 


CARBON and 


— RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 
of them just right for your touch. 
Boost your work and boost yourself—ask 


your office manager to buy Longhorn 
Carbon and Ribbons for your office! 


Have You Sent for 


WHAT'S YOUR BRAND? fia Ae 

ington ha MCO 
somely illustrated little 

sony b> toma AMERICAN CARBON 
Southwestern .cattle 

papas bet ay ey PAPER MFG. CO. 


your request. 





Inventory Control Costs 


CUT 25% and MORE 
with ROL-DEX* by Watson! 


established 1887 








Do you have an inventory control problem? If so, ROL-DEX may be able to 


make a substantial saving for you, as they have for many other firms. Mail the 
coupon below and learn how ROL-DEX can help 


your business, 


Watson Manufacturing Co., Inc. 
Rol-Dex Division, Dept. O-1 
Jamestown, New York 


NO WALKING 
NO STOOPING 
NO SQUATTING 


Please send me information about ROL-DEX rolling units. 
Company . 
Name. ; Title 


Address ‘ Zone .. 


Seeeeeeaeaeeeeeaeeeeeaeeaaeeeays 


ges : Legubies aa <s% 


* Pat. and Pats. Pending PTTTITILILIIL ILI aaa 
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The Thinking Machine , 
of American Business | 


a SW OES 


ee UR TENE A RETIN 


Automatically 
it takes work 
out of figure-work 


¥ | | Simplifies the 
“Big 3°° Figure Chores 


e In the “big 3” figure jobs of every calculations are simple and swift on the 
business—payroll, inventory and invoices Friden Calculator. And so automatic —at 
— the Friden fully-automatic Calculator every step —no special operator training 
produces complete, accurate answers with is required! 
fewer operator decisions than any other Business firms and industrial plants — 
calculating machine. large or small, and no matter how spe- 
It speeds all kinds of computation, in- cialized—become instantly more efficient 
cluding interest and percentages, and the when Friden takes over the figuring. 
figure problems of industrial engineering Time-savings quickly pay the cost of the 
and shop production. The most complex machine! © Friden Calculating Machine Co., Inc. 





a aie ove aw Gridan — Call in the Friden Man near you and learn Friden applications 
to your business. Friden sales, instruction and service available throughout the U.S. 
and the world. FRIDEN CALCULATING MACHINE CO., INC., San Leandro, California 
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IN THE AUGUST ISSUE OF Next month's issue will contain a 


_ comprehensive article on How to 
he Prepare Masters for Office Duplicat- 
a ing by Irvin A. Herrmann. This will 

] Cc Ss cover an extension of the duplicat- 


ing techniques, for all processes, 
Magazine of which were basically described in 
MANAGEMENT + EQUIPMENT + METHODS the April, 1951, issue, Also, there will 
ve be articles on office duplicating ap- 

plications. 


MANUFACTURERS OF DUPLICATING 
AND REPRODUCTION EQUIPMENT 
AND SUPPLIES can present their 
products before the largest group of 
buyers by advertising in the next 
issue of THE OFFICE which will be 
kept permanently by readers as a 
constant reference manual. The April, 
1951, issue (also devoted to dupli- 
cating) and reprints have sold over 
40,000 copies and is still in demand. 


If you write at once for advertis- 
ing rates, you can receive a proof 
ot the leading article to appear in 
‘this issue. 


erale0ld s1ogerT 
eattooldgyd 321ff/O 


Readers desiring 
extra copies of 
next month's issue 
of THE OFFICE 
should order now 
(25¢ each). 


OFFICE PUBLICATIONS CO., 270 Madison Avenue, New York 16 
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eseen 


a machine F 
for forms | 
design....! | = 


@ If you’ve ever paid an engraving bill 

for forms...here’s a SAVINGS that will 
astound you. If you’ve ever struggled to rule 
up a form by hand for mimeo, litho or 
hecto...here’s a SIMPLICITY that will 
amaze you. If you’ve ever had to put up with 
indifferent and amateurish results in forms 
reproduction...here’s a ‘‘FINISH’’ you 
can’t tell from a professional wax plate job. 
The Coxhead Forms Design Machine will not 
only rule up forms and leader lines but will 
give you typography, too... clean professional 
typography (such as you are now reading) 
with instantly changeable faces in all styles 
and sizes. You ‘“‘type-in’’ the reading matter 
while you rule the form. 





MADE BY THE MANUFACTURERS OF 


eo | 
eeeeveeseeeeeveeeeeeeeeeeeteeeeeaeeeeeeeeeeeeeee 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenve, Newark 5, N. J. 


Please send me Vari-typer Booklet # A95 


NAME ihe — 








I iicctsitctiscnntepitapanitiiantiie sidieecihtalliasiicittirigdedinibsiaen secinentelaitetesiil 


ADORESS. CITY, 


EO 





eeeeeeereeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseeee 
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Use continuous Colitho Offset Plates or 
Readymasters in place of the ordinary 
paper in your tabulator and you can 
quickly duplicate the information when 
copies are required. You save tab time— 
do away with costly printed copy paper 
and your efficiency goes "way up. 

You'll choose Colitho Plates if you have 
offset duplicating equipment—Readymas- 
ter if you have spirit or gelatin machines. 
Any form can be preprinted on the Colitho 
Plate, or Readymaster. Perfect registra- 
tion is automatic. Your duplicating de- 


~ Tabulate «= Duplicate 


partment uses only inexpensive, plain 
paper to turn out completely filled-in 
forms—any number you need—accurately 
registered—clear and sharp. It’s the way 
to add more productiveness to your work- 
ing day. 
coe Write for more information about 
Colitho Offset Plates and Ready- 
masters for tabulator applications. 
Please use your business letterhead. 
COLUMBIA RIBBON & CARBON MFG. CO., INC. 
101-7 Herb Hill Rd., Glen Cove, L. I., New York 
Branch Offices and Distributors in Principal Cities 


COLITHO OFFSET PLATES 


If you have an offset duplicator 


READYMASTERS 


If you have spirit or gelatin machines 


THe Orrice—July, 1952 





NE 
Books 


ACCOUNTING TRENDS & TECHNIQUES IN PUB. 
LISHED CORPORATE ANNUAL REPORTS. 
American Institute of Accountants, New York, 
pp. 176, $10. 


Management is accepting a greater ac- 
countability to ownership. Corporations 
are generally including more detailed in- 
formation about business operations and 
financial status in their annual reports 
and saying it more clearly, according to 
Carman G. Blough, AIA research diree- 
tor. Of 525 corporate annual reports in 
this fifth study, progress is particularly 
evident in clarifying accounting termi- 
nology. The world ‘‘surplus’’ is one of 


the ambiguous terms disappearing. It is 
being replaced with ‘‘retained earnings’’ 


or ‘‘income invested in the business.’’ 

Capital surplus now appears ‘‘addi- 
tional capital,’’ ‘‘capital contributed for 
stock in excess of par value’’ or ‘‘capi- 
tal contributed for stock in excess of 
stated value.’’ Another trend is in the 
increasing use of the LIFO (last-in, first- 
out) method of determining inventory 
costs. The new study also includes 
comparative tabulations of significant ac- 
counting trends over the past five years 
and numerous examples taken directly 
from the reports. Other topies covered 
include accounting treatment of pension 
costs, stock dividends, depreciation and 
accelerated depreciation, stock options, 
income and excess profits taxes, and de- 
fense contracts. 


IF YOUR OFFICE USES DUPLICATORS see 
page 38 for the announcement of next 
month's issue of THE OFFICE which will con- 
tain articles of great interest to those who 
make duplicating masters. 
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—Tabulating Supervisors! 
—Machine Accountants! 
— Controllers! 


Now there is... 
A Business Publication 
devoted exclusively 
to Machine Accounting 


the DDunched 


' Card ANNUAL 


A presentation of selected, 

outstanding machine accounting methods 
now in use in installations 

representing all types 

of business and industry. 


THE PUNCHED CARD presents over 150 
pages of new tabulating principles, improved 
applications, ingenious utilization of 
machines, complex wiring of control panels, 
informative articles, illustrative diagrams, and 
other related ideas written by leading authori- 
ties in the tabulating field. 


THE PUNCHED CARD also includes 
authoritative articles on tabulating depart- 
ment supervision, personnel training, forms 
design, department layout, production plan- 
ning, etc. 

Informative articles of general interest from 
manufacturers of tabulating equipment, paper 
forms, accessory equipment, and related sup- 
pliers are also included. 


The Punched Card is the most com- 
prehensive presentation of material 
devoted exclusively to machine 
accounting ever offered. Price $6.00. 


Examine “The Punched Card” 
For 5 Days FREE 


Send your name and address today 
for FREE five day examination. If after 
this period you are not completely 
satisfied, merely return it and there 
will be no further obligation. If you 
agree thot it will be of value, bill will 
be sent to you or your company, as 
you wish, 


The Punched Card 











531 Francis Palms Bldg. Detroit 1, Mich 


. 


Se St WAR ARES! ASR SRSA ACR CORA tA Pa RINE CO srg He ts: 





Take a tip from us! When purchase 
order facts that mean money arevis- 
ible on the tips of your order fold- 
ers, you don’t have to remember! 
You’ll save money and time with 
glance-action reference that speeds 
daily follow-up control on every 
purchase operation. You’ll never 
miss a follow-up date, for the mov- 
able signals at the folder tops 
fairly shout the need for action. 
Besides, these follow-up folders 
are easy to use. All you do is: 
(1) after handling a matter, set 
the visible signal to next due-date; 


You'll get 


Better Purchase Order Controt 
with visible-tip follow-up folders 


(2) simply pull the folders on the 
day marked for action. 

These folders save countless 
hours of work. Never anything to 
write. No costly filing equipment. 
No stacks of paper to thumb 
through; no cards to shuffle. An 
extra saving:—you can use the 
same follow-up folders for produc- 
tion scheduling and other jobs as 
well. Write today for free folder 
LBV567, address Management 
Controls Reference Library, Room 
1215, 315 Fourth Avenue, New 
York 10,N.Y. 


Remington. Fland. 
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Better Management 
Through the Office 


HUGH A. WICHERT 
Ruthrauff & Ryan, Inc., Chicago. 


agement—Through the Office. Our 

reasons for this objective are several : 
When we recognize that the records, 
efforts and activities of the office cross 
horizontally every department of the 
business; that the job of the office tran- 
scends the immediate efforts which tran- 
spire within the confines of its four 
walls; that wherever such records, ef- 
forts and activities are found, there is 
also the office, we underwrite the axiom 
that “the office is management,” and 
our interest in better management is 
not only natural, but logical. 

The office is the coordinating agency 
of all activities of the business. It is 
the chartroom, control center, pulse, 
nerve center and foundation for good 
human relations (employees, public, 
stockholders) in which and upon which 
the future of the business is largely 
wrought, for better or worse, for richer 
or poorer. 

Better management in general makes 
possible the well-being of all people 
within the free enterprise philosophy as 
apart from the growing alien isms. Bet- 
ter management of the office plus better 
management through the office earns 
for the office manager automatic invita- 
tion and acceptance as an integral part 
of the management echelon. 

Many members of the National Office 
Management Association have earned 


(pe primary interest is Better Man- 
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such a spot at the table of top manage- 
ment. The question arises among others, 
“How have I achieved this very worthy 
objective?” Through interviews with 
many office executives these past few 
years, through research, study and per- 
sonal experience, I believe I have the 
answer to this question. To achieve bet- 
ter “Management—Through the Office” 
is a matter of (1) education, (2) per- 
spective, (3) philosophy or imagina- 
tion, (4) attitude, (5) personal quali- 
fications, and (6) realism. Let us dis- 
cuss each of these factors. 

Education is basie to any accomplish- 
ment. It is a continuous process, end- 
ing only when ambition comes to a halt. 
If you talk with people who have 
achieved their objective, you will find 
that they understand the fundamental 
precept that “there are no office hours 
for leaders,’ and that personal time 
must be spent in personal development. 
Don’t expect to be paid a dollar an hour 
for your working hours when you use 
your leisure hours as though they were 
not worth a dime a dozen. 

I wonder how many of us take ad- 
vantage of the many NOMA facilities 
for improving our education — night 
courses in office management, NOMA 
vacation-study office management insti- 
tutes, participation in technical eommit- 
tee work, conferences, office visitation 
and a host of other mediums for keeping 
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abreast of the times. How many of us 
devote at least one night a week to 
the study of our jobs? 

It is important that we have proper 
perspective—understand the proper con- 
cept of our job. Those who, have 
achieved their objective have learned 
that the office serves two major pur- 
poses. (1) It is a service agency, and 
(2) it is a means of effective control. 
Too many office executives consider the 
service function as the final purpose and 
try to justify the service function as an 
end in itself. The service job of accu- 
mulating figures, handling various 
facets of office production such as steno- 
graphie work, mail, messenger work, du- 
plication, ete., is expected of us and as 
wonderful as the performance of these 
tasks might be, this is only as it should 
be. Better management through the of- 
fice can only take up with the highest 
kind of office management. To exploit 


the service function as the be-all and 
end-all builds a wall about the office, 
making it a defense against the business 
and an end unto itself. 

Proper perspective corrects this. E. 


H. Conarroe of Metropolitan Life In- 
surance Co., past international presi- 
dent of NOMA, gives us a very clear 
perspective. He states: “The service 
concept of office management is one that 
has been generally recognized and ac- 
cepted. In this category comes the va- 
rious office activities that facilitate the 
work of the various operating depart- 
ments. The control concept of office 
work is a more recent development and 
is not so universally understood. In the 
final analysis, control as it is exercised 
today is dependent on the records and 
reports that are basic products of office 
operation. Control is facilitated where 
these records and reports are designed 
to meet the needs of executives most ef- 
fectively. This frequently calls for a 


ee 


custom made job of record keeping and 
reporting. An alert, progressive office 
executive can be tremendously helpful 
to management by developing and in- 
terpreting the control information for 
which he is responsible in such a way 
as to conserve executive time and spot- 
light situations calling for attention.” 

Having a proper perspective, there is 
no question about an opportunity to de- 
liver. The control concept does not need 
selling—it is a matter of acceptance 
through performance. Management is 
waiting for this help. Executives with 
whom I have talked during the past 
couple of years from coast to coast, 
north to south, ave all seeking help in the 
management of their businesses—help in 
the never-ending struggle to maintain 
employment, reduce costs and earn a 
profit. They are looking to the office as 
never before. The opportunity and the 
eall is here. It has been more of a 
question of our being equal to the task, 
of our backing down from responsi- 
bility. Indeed, the control concept of 
office management is a tremendous re- 
sponsibility. 

Eugene C. Hoelzle, vice president, 
Packard Motor Car Co., sums it up 
pretty well, as follows: “The view of a 
company’s operations from the control- 
ler’s desk is broad and stimulating. You 
see everything that goes on, like looking 
out hundreds of windows. Other de- 
partments are engrossed with just what 
they are doing, like looking out only one 
window.” We can accomplish our ob- 
jective by having the proper perspec- 
tive, the proper concept of our job. We 
must accomplish both service and con- 
trol. 

Proper environment is a fundamental to 
accomplishment. Through a little imagi- 
nation and philosophy, let us see if we 
cannot get into the proper environment 

(Continued on page 73) 





Winner of a Gold Seal Award at the fourth annual International Lighting Exposition 
in Cleveland, these offices are in the new warehouse and office building of General 
Electric Supply Corp. in Pittsburgh. 
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A One-Writing Payroll System 
Using Only a Typewriter 


W. J. CUNNINGHAM 
Office Methods Technician, Johns-Manville Corp., New York. 
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d and all three records are typed at one time. 
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over the Earnings Record Car 


Individual, payroll register (above) is 


where the payroll was not sufficiently 

large to justify mechanized writing, 
the handwriting method was employed. 
A payroll board was used to hold in 
position the check, payroll register and 
earnings record, to enable us to create 
the three records in a single writing. 
This method was efficient except for 
two things: 

1. It was easy to misread the hand- 
written figures on the register and earn- 
ings record. 

2. In an effort to save work, we en- 
tered the amount of checks only in 
digits. Digits such as 1 and 6 are easily 
altered. 

Consequently, we looked for a system 
that would overcome these objections 
at a minimum cost. We wanted type- 
written records, but we still desired to 
produce the three records in one writing. 
And we didn’t want to spend several 
thousand dollars for a machine for each 
office. 

We borrowed ideas from here and 
there, dreamed up some ourselves, and 
came up with our present system which 
meets all our requirements. The “gim- 
micks” that did the trick are: (1) flap; 
(2) hole; (3) individual payroll regis- 
ter and spot carbon. 

The flap on the check is folded over 
the left edge of the earnings record to 
hold documents in position for easy in- 
sertion and gripping in the typewriter. 
The hole penetrating the stub of the 
check and the individual payroll register 
(attached to the back of the check) 
makes possible the selection of the num- 
bered payroll week on the earnings 
record. 

The top edge of individual payroll 


Pie a number of years at locations 
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register is fastened to the reverse top 
edge of the check stub so that box 
columns on both forms are printed to 
register. To ensure creating the three 
records is one typing, both forms have 
a spot carbon strip behind the box eol- 
umns. 

A payroll journal page is made by 
placing the detached individual payroll 
registers, with visible margins showing, 


in a pegboard post binder. If desired, 
a payroll register page 11” in length can 
be made by Scotch-taping the left and 
right margins. 

This system gives us what we want: 
three legible records in one typing, type- 
written numerals on checks, with the 
writing instrument an ordinary type- 
writer: which is not restricted to the 
task of payroll writing. 





A Writing Style for Procedures 


H. JOHN ROSS 
Lecturer in Management, School of Business Administration, University of Miami. 


UR main task in presenting instrue- 
() is»: is to simplify. Probably the 
simplest key to simplification is ex- 
' pressed in this quartet of rules: 
1. Use mainly words with which your 
audience is familiar. 
2. Use short sentences. At any rate 
te wandering, involved sentences. 
’ 3. Replace passive verbs with active 
i verbs—action words. 
4. Avoid density of ideas. 
Don’t get the idea that this is easy. 
Wou are going to be surprised at the 
Mifticulty of breaking a bad habit and 
» expressing yourself clearly with fa- 
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uiliar words, action words and _ short 
Bentences, and well spaced ideas. All of 
Bs are prone to “run off at the mouth” 
and I am sure that all of you have heard 
the epigram, “If I had more time, I'd 
Write you a shorter letter.” 

Suppose we get down to specifie writ- 
img styles as currently practiced in pro- 
éedures writing. You are at the point 
Where you want to make a decision. You 
realize, of course, that it is necessary to 
get your top management to accept your 
proposal for a style that you want. 
This is not always easy. However, let’s 
assume for the moment that you 
have freedom of choice and see what 
is available to you. Here are the possi- 
bilities based on current techniques: 


This article is a reprint, in part, from a chap- 
ter in the author’s book, How to Make a Pro- 
cedure Manual. 


48 


1. Any changes in the estimated re- 
quirements are made only upon author- 
ity from the District Sales Office. The 
District Sales Office maintains adequate 
records of Orders and Shipments. These 
are compared with Sales Estimates in 
accordance with Instruction A-1.1.1 so 
that adjustments may be made promptly. 
OR 

2. Any changes in the estimated re- 
quirements are to be made only upon 
authority from the district Sales Office. 
The district Sales Office is to maintain 
adequate records of orders ‘and ship- 
ments. These are to be compared with 
Sales Estimates in accordance with In- 
struction A-1.1.1. Adjustments are to be 
made promptly. 

OR 

3. Any changes in the estimated re- 
quirements will be made only upon 
authority from the District Sales Office. 
The District Sales Office will maintain 
adequate records of orders and ship- 
ments. These will be compared with 
sales estimates in accordance with In- 
struction A-1.1.1. Adjustments will be 
— promptly. 


4. Any changes in the estimated re- 
quirements shall be made only upon 
authority from the district sales office. 
The district sales office shall maintain 
adequate records of orders and ship- 
ments. These shall be compared with 
sales estimates in accordance with In- 
struction A-1.1.1 so that adjustments 
shall be made promptly. 

OR 

5. Changes in the estimated require- 

ments must be made only upon authority 
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from the District Sales Office. The Dis- 
trict Sales Office must maintain ade- 
quate records of Orders and Shipments. 
These must be compared with Sales 
Estimates in accordance with Instruction 
A-1.1.1. Adjustments must be made 
promptly. 

OR 

6. Make changes in the estimated re- 
quirements only when authorized by the 
district sales office. Maintain, in the 
district sales office, adequate records of 
orders and shipments. Compare these 
with sales estimates in acordance with 
Instruction A-1.1.1. Make adjustments 
promptly. 

Probably there is no great difference 
between these specimens so far as 
getting ultimate compliance is  con- 
cerned. Yet a little thought about the 
human aspects of getting enthusiastic 
cooperation would very likely rule out 
the “shall” and “must” school of 
thought. The imperative is getting old- 
fashioned. Executives have learned that 
today’s motivation is based on requests, 
nut commands. The “will” school while 
not so emphatie is also best eliminated. 

That leaves us with the No. 6 ex- 
ample as being preferred. This is quite 
in line with at least one of our rules: 
Use active rather than passive verbs. 
Most people speak with active verbs as 
a natural part of their language. There- 
fore using active verbs in our instrue- 
tions is getting to the level of our em- 
ployees. We are speaking in their 
language. Simplicity is inherent in this 
active voice. 

Then, too, notice that the result of 
using active verbs is to achieve a natu- 
‘al foreefulness. There is inherent 
strength. Instructions are expressed in 
such a way that compliance is not de- 
manded nor begged: it is simply taken 
for granted. This is the greatest strength 
of all. 

One important observation: adopt 
and maintain a style! Even the econ- 
sistent imperative is better than a hodge- 
podge of “are to be, will, is, must, ete.” 
Adopt a style which you feel is appro- 
priate for your organization and then 
stick to it. 


Tue Orrice—July, 1952 


I have stressed simplicity in your 
writing. For years I have been aware 
of this need and believed I had the ulti- 
mate in this direction. My procedures 
were mostly outlines. I used a staccato, 
machine gun style with no fooling. There 
were no waste words, no unnecessary 
words, no stretching-out words. Just 
bing, bing, bing. 

It took a lot of time to do that, too. 
Trimming all instructions down to the 
bare necessities took longer than just 
sitting down and writing my story. I 
was annoyed with people, then, who 
objected to my instructions. And they 
did object. “Too hard to follow,” was 
the comment I heard. I could not un- 
derstand this reaction. The conciseness 
should have enhanced comprehensibility. 
Instead, it seemed to obscure it. 

Finally I decided that I must be 
wrong. Too many people saying, “Hard 
to read,” must make it so. Therefore I 
began to experiment with styles such as 
the specimen paragraphs represented. 
They were better but I still was not 
satisfied. Finally, Dr. Rudolph Flesch* 
‘ame on the scene with his experiments, 
rules and formula and I then found that 
there is a step beyond the best current 
practices. One of the paradoxes un- 
covered by Dr. Flesch is this interesting 
fact: Conciseness can be pushed to the 
point where it affects readability ad- 
versely. 

That fact explained my experiences 
with writing procedures in outline style. 
I over-concised. By so doing I made it 
harder for my readers to grasp what I 
wanted them to understand. Readability 
means more than the use of words which 
the reader understands. It includes also 
an appeal to other capacities or abilities 
such as visualizing the acts or conditions 
described. Another appeal is to the 
ability to follow the thread or details of 
a specific presentation. 

When we go to an extreme in present- 
ing our instructions concisely we lose 


*The Art of Plain Talk (New York, Harper 
& Brothers). 
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our appeal to both of these abilities as 
far as most people are concerned. There 
are some who, because of training or in- 
herent mental capacity, work best with 
outlines. This is true about many execu- 
tives. Most people, however, do not. 
And so we need to know, then, some- 
thing corollary that Dr. Flesch learned. 
He learned that simplifying writ- 
ing is the art of expansion. It is the 
art of loosening up. Writing has vari- 
ous degrees of denseness and different 
kinds of density. There is the density 
‘which is the ratio of black ink to white 
ispace on a page. Margins and para- 
graphing play their part in this phase. 
There is also a density of ideas or 
‘tacts. This is even more important than 
ithe density of ink. To achieve read- 
‘ability we need to decrease the density 
of ideas. We do this, according to Dr. 
Flesch, by using verbal excelsior. He 
writes: “If you want to be better under- 
tood you don’t have to leave out or 
Mhange your important ideas; you just 
se more excelsior. It’s as simple as 
vat.” 
By using “filler words,” as Dr. Flesch 
lls them, you permit a period of 
ansition between ideas. You are de- 
easing density and this enables the 
Beader to use his abilities to comprehend 
on his own level instead of yours. Of 
@urse, in decreasing density you must 
be careful not to obtusecate. If you use 
Words which have meaning or which at- 
tfact away from the central idea you 
make comprehension more difficult. In 
fact this treatment sometimes obscures 
t@ the point of destruction. 


* We should use short sentences. If you 
want to be sure your sentences are not 
too long then keep them below 20 words. 
My own sometimes run a little longer 
but I don’t worry too much here be- 
cause of my audience. At any rate, we 
should keep sentences to a reasonable 


length. 
words 
over.” 

Not necessarily. You do not need to 
use that many. What I want to let you 


“But,” you say, “If I use filler 
or excelsior I’m going to run 
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in on, though, is another rule from Dr. 
Flesch’s studies. This rule says that you 
should get human interest into your 
writing. You should, he states, talk about 
people. Now if you can get some human 
interest words you can use them as filler 
words. Easy, isn’t it? 

I know what you’re saying. “How in 
the world can you get human interest in- 
to instructions. And isn’t that ridiculous 
anyhow? Human interest in pro- 


cedures !” 


I said that too. Then I did some 
thinking. Then I did some writing. I 
wrote some procedures. They were 
based on these rules. Then I wrote 
a book, The Technique of Systems 
and Procedures. People who have not 
said they liked my material have ecom- 
mented on the readability of the book. 

Suppose we compare an outline treat- 
ment vs. a human interest or plain talk 
approach to writing procedures. The 
outline first, keeping to our previous 
example: 

1. Changes in estimated requirements: 

a. Made only upon authority from 

District Sales Office. 

2. Orders and Shipments: 
a. Adequate records maintained by 

District Sales Office. 

b. Compared with Sales Estimates 

in accordance with Instruction 


A-1.1.1. 
c. Adjustments made promptly. 


As an illustration of casual or conver- 
sational style in writing procedures sup- 
pose we rewrite the specimen para- 
graphs again, like this: 

1. District Sales Office: 

You will need to maintain adequate 
records of Orders and Shipments. This 
is so that you can compare these with 
your Sales Estimate in accordance with 
Instruction A-1.1.1. You will then be 
able to make prompt adjustments to the 
estimated requirements, 

Yours is the only authority that will 
be accepted for changes in the require- 
ments. 

You see how easy this is to read? It 
is on the same level with most of us. 
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We talk and think in these personal 
terms and if our instructions ean be 
given to us the same way we may do a 
better job of following. There is very 
often some difficuty, however, in getting 
past the management any instructions 
written in this style. They are often 
wary of informality and want. stiff, 
formal, “businesslike” instructions. If 
you can get their permission, though, to 
issue several instructions in the casual, 
personal style it may very well be that 
the comments from those who use them 
from day to day will be such as to break 


down any resistance. It is because of 
such experiments that I believe this is 
the best writing style to adopt. 

Perhaps the solution to instruction 
writing is to combine the casual narra- 
tive and the outline, making the outline 
a bare skeleton preceding the body of 
the instruction. This would not be 
necessary in very short procedures. But 
in those procedures which cover a com- 
plex system and require many pages of 
text, possibly the combination of the 
two styles would be the most effective 
way of getting control. 


S bad vi 
S. A. Pippit, vice president, Chase National 
Bank; Agnes K. Peterson, president, N. Y. 
Chapter, National Secretaries Assn., and W. 
W. Sproul, executive vice president, Clark & 
Gibby, Inc., at the latter's exhibit of secre- 
tarial furniture and equipment in New York. 


Mrs. Vincent R. Impellitteri (center), wife of 

New York's mayor, accepted honorary chair- 

manship of the week from Agnes K. Peterson 

and C. King Woodbridge, president, Dicta- 
phone Corp. 


Walter E. Ditmars, president, Gray Mfg. Co., 
switched jobs with his secretary, Claire Kear- 
ney, and Audographed a letter. 


Ad man Willard A. Pleuthner, 


tary, Strittmatter, 


manuscript. 


Evelyn who 











author of 
“More Power for Your Church," and his secre- ~ 


typed his 


SIDNEY FELDMAN 


ERE is a nation roughly the size of 
New Jersey, with a heritage 2,000 
years old, yet established only four 
years ago. A Biblical land with the 
ancient tongue of Hebrew, containing 
immigrants from about 60 countries 
speaking about 26 languages. A nation 
whose 1,700,000 inhabitants are en- 
gaged in agriculture, shipping, aviation, 
»mining, fishing, marketing, insurance, 
‘forestry, banking, shoemaking, foreign 
‘trade, textiles and the other occupations 
which add up to commerce and indus- 
try. The government of this social 
mMemocracy is perhaps the largest single 
‘employer of office workers. 
| Official statistics show that about 
8,000 new plants, with accompanying 
Dflices, have been set up while the num- 
er of employees working in them has 
en doubled. Foreign capital is work- 
in Israel. Kaiser-Frazer automo- 
Phileo refrigerators and Admiral 
dios are assembled here. Shell gaso- 
nes and lubricants and Trans World 
irlines are familiar names. Domesti- 
lly, the Manufacturers’ Association of 
rael actively promotes industry, while 
lel Boneh builds offices and factories, 
d Histadrut, the General Federation 
Labor, paradoxically doubles as labor 


Farael Office of Information Photo 


organizations and 51% owner of key in- 
dustries. 

Les affaires sont les affaires; gescheft 
ist gescheft, and the same saying in two 
dozen other tongues indicates that busi- 
ness is business in the Holy Land. Busi- 
ness carried on largely in Hebrew, the 
official language, as well as in English. 
However, correspondence to the rest of 
the world goes out in business letters 
written in Arabic, Spanish, German, 
French, Yiddish, Ladino, Polish, Rus- 
sian, Greek and other tongues—includ- 
ing Chinese, 

A cross-section of help wanted adver- 
tisements in the English language daily, 
The Jerusalem Post, includes: “Senior 
executive wanted by mortgage and sav- 
ings bank. Command of Hebrew and 
English necessary;” “Wanted by big in- 
dustrial firm—First-class German typist, 
with good knowledge of English;” “Or- 
ganizing secretary wanted. Knowledge 
of Hebrew, with knowledge of English 
and French an advantage.” Nor is it 
unusual for a situation wanted adver- 
tisement to be issued by a “First-class ac- 
countant-correspondent: over 20 years’ 
executive experience in banking and 
commerce in China... .” 

On the other hand, the tenor of com- 


Dr. Howard A. Rusk 
(left), head of the 
Institute of Physical 
Medicine & Reha- 
bilitation of New 
York University- 
Bellevue Medical 
Center, in the office 
of Prime Minister 
Ben Gurion. 
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Solel Boneh (con- 
tractors) built this 
5-story, 200-room, 
Tel Aviv office build- 
ing which houses 
their own offices 
and those of Meko- 
rot Water Supply 
Co. and Palestine 
Electric Corp. 


merce and industry can be judged by 
other classified advertisements in the 
same newspaper. These include: “Capi- 
talist prepared to invest up to 100,000 
Israel pounds ($280,000) in business ex- 
pansion of existing enterprises or in the 
founding of new ones;” “Wanted: 
Freight clerks and female stenotypist 
for our Tel Aviv office; passage clerk 
for our Jerusalem office.” 

Many of these activities are carried 
on in new concrete white office buildings 
of Tel Aviv, a city but a few decades 
old. Newest is the five-story building of 
Solel Boneh, the contracting company of 
Histadrut. It has 200 offices, half oc- 
cupied by the company and the rest 
leased to government and important con- 
cerns. Other offices, such as those in 
the old section of the new city of Jeru- 
“salem are built up of small pigeon holes 
in aging buildings. Haifa, the white city 
set on the green slopes of Mt. Carmel 
overlooking the blue Mediterranean, is 
one of the more picturesque scenes of 
business, commerce and residence. Here 
too there are many new offices, some old 
ones. 

Few buildings have elevators—called 
“lifts” in the British manner. Many of 
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Photo by I. Kalter, Tel Aviv 


these accommodate from two to five peo- 
ple at most. The lift in the Manufac- 
turers Association Building, for ex- ~ 
ample, has an elevator going up; but 7 
only the operator comes down in it, 
while former passengers must walk 
lown. Office interiors are austere and | 
utilitarian. Four walls, a wooden desk 7 
and a telephone are the basic items. 
Some are decorated by a few pictures 7 
or a map; others smother the drabness — 
of grayish tile, rough wood or concrete ~ 
floors with a rug. Drapes seldom are 
seen. 

A few office equipment factories oper- | 
ate in Israel, but on a small scale. One ~ 
of these, for example, made many visible 7 
file cabinets, suspension files and as- ~ 
sorted office furniture including tables © 
and desks. But military needs of steel | 
in the United States and England have 
sharply curtailed these exports, while 
Israel imports also were drastically cut 
because of dollar shortages. One office 
equipment company’s nearly empty 
showroom had virtually all its products 
earmarked for government use. 

Paper in Israel, such as cards, files, 
folders, stationery and forms are in ex- 
tremely short supply. This stems from 
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Israel Office of Information Photo 


Emergency office in the garden of the Kyria was used by an extra staff of 350 to process 
appeals of persons whose names did not appear on their polling station lists. 





another paper shortage—American dol- 
lars. Plain, simple paper is so short 
that the municipality of Haifa sends out 
new tax bills on the reverse of old bills. 
Letters are written overside of old let- 
ters. Envelopes are re-used, reminiscent 
of wartime England. 

Practically all paper, all wood and 
all metal must be imported. Gradually, 
plants and factories are being built 
either to process or fabricate these raw 
materials. The country’s austerity forces 
business ingeniously to adapt a make-do 
policy of makeshift files, tables and 
forms. Some eardboard, carbon paper, 
typewriter ribbons, ink and certain 
fountain pen parts are being manufac- 
tured locally. Some forms, calendars, 
greeting cards and announcements are 
printed in Israel. Many supplies were 
imported from the U. S., including 
erasers, pencils, inkstands, typewriters, 
etc. One of Tel Aviv’s leading  sta- 
tioners, who supplies most embassies and 
legations, began selling souvenirs as a 
sideline which now has become a mam 
line because office supplies are unavail- 
able. 

In one instance an elderly salesman, 
with briefcase under arm, visited a cus- 
tomer at 7 one night. He said he 


= 


worked from 7 a.m. to 7 p.m. delivering 


198°"3°3R Fn 


office supplies. From out of his briet- 
case he extracted four neat boxes. Two 
contained staples, “Made In Israel,” 
Another two contained rubber bands, 
Lincoln brand, also “Made In Israel” 
out of U. S. Rubber, labeled as being 
“super extra” quality because unlike 
other Israel elastics these did not stretch 
awkwardly and lose shape. 

Along with shortages of supplies, 
come shortages of equipment. There are 
Remington Rand accounting and other 
machines; Gestetner and A. B. Dick 
duplicators and foreign photocopy ma- 
chines. But Israel needs more and more. 
Threading through offices one sees the 
world in typewriters: American Royals, 
Remingtons, Underwoods, L. C. Smiths; 
Italian Olivettis; French Jappys; 
Swedish Haldas; German Mercedes; 
English Imperials. 

Classified advertisements offer: “Old 
type Adler typewriter, for sale, perfect 
condition. Bargain.” Or, in a tie-in sale 
they offer: “First class English short- 
hand-typist; own typewriter; seeks? 
homework.” Hard foreign currency for 
imports is difficult to come by. Govern- 
ment authorization is needed to order a 
typewriter. Waiting lists for authoriza- 
tion are followed by waiting periods of 
a year to 14 months for delivery. The 
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Each voter received a tabulating card telling him where to vote. 


Israel Office of Information Photo 
Card contained voter's 


name, address and other personal identification. 
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_ Israel Office of Information Photo 


harsh 


alternative is that during these 
eritical times dollars must be spent for 
tractors instead of typewriters. 
Transportation is overburdened and 
ommunications overtaxed. Mail service, 
riginally organized by the British eon- 
inues to be good though it is said to be 
neertain at times. Lack of telephones 


Bnd poor phone service is a sore spot of 


Dusiness. Although Israel is a tiny coun- 
y, it is a long one with three leading 
ities which must be linked: Tel-Aviv— 
e New York of Israel; Haifa—indus- 
ial and maritime eenter; Jerusalem— 
oly City and capital. Tel Aviv and 

Jerusalem are about 90 minutes apart 

Lb auto; poorly linked by telephone. 
dda, about 15 miles from Tel Aviv, 

Mequires negotiations and a trunk eall 

With a 30-minute interval before talking 

ors and possibly a cut-off through 
ilty connections. EL AL Israel Air- 

lines has licked this problem with direct 
line to the airport, belled by vigorously 
turning a hand crank. 

Most offices have telephones. Some, 
like a Haifa blueprint firm for example, 
lack a telephone and personnel go to 
another office to make or answer calls. 
Telephones are being ordered from the 
U. S., England and other countries, but 
many will go to government offices, doc- 
tors and other immediate needs. Local 
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High school students 

on vacation proved 

efficient in checking 

of voters' appeals 

against identity 
cards. 


service consists of a tangle of technical 
equipment with Swiss telephones econ- 
nected to those imported from U. 5S., 
Belgium, England and other countries. 
Language difficulties necessitate all tele- 
phone numbers be made up of digits 
only. The hardest.eut of all was a com- 
ment by an American working in Israel, 
who said, “Any Israeli can lick seven 
armies, with or without a gun. But 
give him a telephone and he can’t take 
a message.” 

Among American business concerns in 
Israel, the IBM World Trade Corp. has 
an office in the Tama Arcade near busy 
Rothschild Boulevard. A number of 
IBM electric typewriters with standard 
English keyboards are in use, along with 
the entire rented line of tabulators, re- 
producers, punches, verifiers, sorters, 
ete. Such equipment has been installed 
at EL AL Israel Airlines’ accounting de- 
partment at Lydda Airport, Palestine 
Electric Corp., Port of Haifa, the Army, 
Ministry of Agriculture and Develop- 
ment, and the Ministry of Finance sta- 
tistical department. 

Last year the government registered 
900,000 eligible voters. All inhabitants 
are registered at a central government 
bureau when they enter the country or 
apply for identity or ration cards. Based 

(Continued on page 117) 
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Did you ever 
get 100 in 
arithmetic 7 


Unless you were a prodigy, it was a rare and won- 
derful experience. In the arithmetic of business, the 
standard is tougher. If the figuring isn't all right, it's 
all wrong . . . and the penalty is severe in lost time 
and lost money. 


That is why no man in business can afford to do 
without the “100% accuracy” that adding machines 
bring to figuring work. And for speed, easy oper- 
ation, dependability and long life, Burroughs adding 
machines are more than “at the head of the class.” 
They’re in a class by themselves! 


Consult the yellow pages of the telephone directory 
for your nearest Burroughs representative. Let him 
show you why if costs less to own a Burroughs. Bur- 
roughs Adding Machine Company, Detroit 32, Mich. 


Burroughs adding machines are available 
in a wide variety of models. Prices start 
as low as $120, plus applicable taxes. 


WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 





WOFI 
Award 
Winner 


This design for an office desk 
and chair won the $1,000 
grand prize in the Wood 
Office Furniture Institute's 
1952 student design competi- 
tion. From the one basic de- 
sign, a manufacturer could 
construct three functional desks 
for different uses (see below). 











ypewriter unit and drawer 
edestal may be placed at 
either side. 


Richard Baxter, a student at Cranbrook Aca- 
@emy of Art, Bloomfield Hills, Mich., where 
he received his M.F.A. degree in design last 
Month, won WOFI's first student design com- 
Petition. He also received an expense-paid 
frip to San Francisco for the presentation of 
the award. Mr. Baxter studied two years at 
the American Academy of Art in Chicago and 
received his B.A. in art from Michigan State 
College. He lives in East Lansing, Mich., with 
his wife and nine-year-old son. The design 
and drawings reproduced on this page are 
the property of Richard Baxter. 


Without machine unit, desk 
can have another drawer 
flush with top. 

















Desk can also be made 
with two drawer pedestals. 


Sterling Lord (right), vice president, Wood 
Office Furniture Institute, presenting Richard 
Baxter with a check for $1,000. 
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FIFTY DAMS WHERE ONE WON'T DO 


the job! .. . that’s how Rising spares no trouble to control the flow 
of paper stock onto the machine . .. providing uniformity over the 
entire width of the sheet. And even before approaching the dams... 
the stock is thoroughly screened again so that not a single particle 
over one hundredth of an inch in diameter can find its way into 


Rising Paper. No wonder m ° 
Rising i Aen everywhere as. . Fine Paper al its BEST! 





A comprehensive camera tour of the Rising operation . . .*“‘Fine Paper At Its Best ~And How It 
Gets That Way’’. . . is yours for the asking. Just write us. 


RISING PARCHMENT (100% Rag) * NO. 1 INDEX (100% Rag) * RISING BOND (25% Rag) 
PLATINUM PLATE (25% Rog) * LINE MARQUE (25% Rog) * INTRALACE TEXT 
HILLSDALE .VELLUMS AND BRISTOLS (25% Rag) &* WINSTED VELLUMS AND BRISTOLS 

Rising Paper Company, Housatonic, Mass. 





Sturgis Steel Chairs Survive 
Kansas City Flood! 


one ol se 


This i 
from the 


veral Sturgis steel chairs salvaged 
of the Colgate-Palmolive-Peet 
¢ after last summer’s disastrous Kansas 
Bcity flood. For over a 


© Jain 


offices 


( ompany 


week these chairs had 


submerged in a corrosive mud, 


pollution from 10,000. rot- 


mass ol 
pacids, oils and th 
. 


Btine cattl 


rc ehnatot Tote Fae OPK AN IS 


This is the way a Sturgis No. 1225 Office 


Guest chair looked after being pulled 
from flood filth 


Sturgis Deater Wm. J. 
Evans (left) shows W. R. y 
Ege of Colgate-Palmolive- 

Peet Company the same 
chair after it had been 
washed and reupholstered. 


To the surprise of Colgate-Palmolive-Peet execu- 
tives, when the filth was scraped and washed 
off, the steel parts of the chairs showed absolutely no 
rusting or finish peeling. As soon as the upholstery 
was replaced the chairs were as good as new. 


Sturgis engineers were not surprised, however. 
They had long ago included Bonderizing of all 
metal parts in their program of building chairs 
capable of performing above and beyond normal 
use demands. That these Sturgis chairs survived 
a flood is proof not only of the value of Bonderiz- 
ing but of the soundness of Sturgis manufactur- 
ing methods. 


You can’t see all the quality that’s engineered 
into Sturgis chairs but it’s there in full measure 

and because it’s there, a Sturgis chair is a 
long term investment in office comfort and 
efficiency. 


aah Rind 


You can’t see all 

the quality that's 
engineered into 

\ Sturgis chairs. 


4 
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John T. Murray, 
supervisor of the 
addressing and du- 
plicating depart- 
ment in the Chicago 
executive offices of 
United Air Lines, 
and Virginia Craten 
who operates the 
battery of Auto- 
Typists. 


tion’s oldest airline and one of the 

acknowledged leaders in the field of 
air travel and transportation. Since its 
inception in 1926, it has grown from 
10 employees and a route of 460 miles 
to 12,000 employees and a route of 
13,250 miles at the present time. This 
tremendous growth has meant a com- 
plete evolution from an idea and a hand- 
ful of “seat-of-the-pants” pilots flying 
“tape and chewing gum” planes to a na- 
tional industry with all of the attendant 
operations of big business. 

Not the least of these operations is 
the excessive amount of correspondence. 
United Air Lines sells service and, be- 
cause service is their only commodity, 
it is essential that their correspondence 
be of extremely high quality. As United 
continued in its growth, its correspond- 
ence responsibilities increased in direct 
ratio. 

In 1942, at the suggestion of John T. 


[Jeans s Air Lines, Ine., is the na- 
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Air Line Uses 
Automatic 
Typewriters 
For Volume of 
Quality Letters 





Ole Town ~~ 95 Copymaker 


RADIO & TV 
STATIONS 


INSTITUTIONS 


BUSINESS 


supplies that 


Here are the or ‘round business 


ayorantee you Ye 


ting supplies - 
ut the world as 


the sto 
FOR BEST RESULTS fr 
Process Duplicator use: 


NY Town 


Presenting the 


“ 


STORES a 


HERE IT IS: a TOP QUALITY 
Spirit DUPLICATING MACHINE 


That will fulfill ALL requirements 
of smaller organizations. 


Old Town “Cyclomatic Action” Copymaker has 
all the high-priced features of machines costing 
twice as much — the same precision engineering, 
rugged construction that highlights Old Town's 
time-proved heavy duty machines — yet it costs 
only $175.* 
Here's the finest little duplicator money can buy 
— featuring “Cyclomatic Action” which assures 
faster, more brilliant reproductions. 
Produces 1 to 6 colors at one time 
and in split seconds. Actually makes 
over 140 clean, clear copies a minute, 
of anything you type, write, print or 
draw — on varying weight paper or 
card stock; 3” x 5” up to 9” x 14”. 
Clean! Fast! Easy to Handle! Write 
for illustrated brochure on this 
revolutionary, New, OLD TOWN 
COPY MAKER. 


DEALERS — Write TODAY for dealer fran- 
chise information which shows you how just 
one machine can bring you thousands of 
dollars of business every year. 


NEW CYCLOMATIC ACTION 
Precision Engineered 
Lifetime Construction 


» MASTER UNITS 
« DUPLIFORMS 

« SUPER-KLEEN 
» PAPER, FLUID 


Printed mostet Units 
spirit CARBON 
& SUPPLIES 








Revolutionary /W Low-priced 
| “aati Attig,* nt 1/57 r 


MENT AGENCIES 


£2 ans corm 


Has ALL the usual 
Duplicator features PLUS:— 

% CYCLOMATIC ACTION—Seoled-in bearings 
and high-tension gears give greater speed, 
efficiency, economy and a lifetime of service. 
FLUID CONTROL-— Prevents excess moisture 
and results in instantaneous drying. 
SINGLETTE—Patented sheet separator pre- 
vents waste and blank sheets and jamming. 
WIZARD COPY CONTROL — Regulotes 
brightness of copies or length of run. 








Manufactured To The Same High Standards 
That Have Made OLD TOWN Carbons, 
Ribbons and Equipment World Renowned 


OLD TOWN CORPORATION, 750 Pacific Street, Brooklyn 17, N. Y. 








Why It Takes Less Effort to 
Do Your Work Faster on a Clary 


| iin 2th 


UNRETOUCHED PHOTOGRAPHIC MOTION STUDY of a 
© moving hand, adding 3 large figures on Clary, shows how 

the world’s fastest adding machine eliminates 75% to 80% 

of the hand movements required by ordinary machines. 
» Notice how the Clary’s extra “add” bar at the bottom puts 
Syour thumb to work. This lets you enter each group of 

figures simultaneously—with just one touch instead of four 
or five. And the all-electric Clary adds, subtracts, multi- 
plies, divides at the rate of 188 operations a minute-faster 
‘than your eye can follow. 


EASY TO USE, nothing to learn! 
Hand-span keyboard is laid out like 
a ledger page, and motorized control 
bars are plainly marked with symbols 
they print. Nothing to carry in your 
head, problems and answers printed 
on tape. 


NEW ROTARY ACTION enables the 
Clary to spin out answers as much as 
48% faster than other machines. Swift, 
silent wheels replace the usual grind- 
ing, back-and-forth action that’s so 
slow and noisy. Rotary action means 
longer life, too. 


Look for a Clary Representative 
in the phone book yellow pages. 


cl i of Adding Machines and Bookkeeping Cash Registers 


Clary does your work faster 


FREE — Helpful booklet—Time, People and Equipment” is packed with management ideas. 


CLARY MULTIPLIER CORPORATION, Dept. 0-7, 408 Junipero Street, San Gabriel, 
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Murray, supervisor of the addressing 
and duplicating department of United’s 
executive offices in Chicago, the com- 
pany installed a battery ot four Model 
5020 Auto-typists, one of a complete 
line of standard automatic typing ma- 
chines manufactured by American Auto- 
matic Typewriter Co. of Chicago. These 
four machines, operating manual type- 
writers, have been turning out over 2,000 
letters per month since their installa- 
tion. Maintenance through almost 10 
years of continuous operation has been 
negligible. Operation of the four ma- 
chines takes up only a part of the time 
of one girl operator. 

Since a major portion of all business 
correspondence falls into one of several 
general types, this repetitive outgoing 
mail can be handled effectively through 
the use of standard form letters and 
paragraphs. If these pre-written letters 
and paragraphs are well planned, they 
will meet most situations adequately and 
assure the action desired. If they are 
produced by means of the automatic 
typing machine, they all can be pro- 
duced much more rapidly, and at a sav- 
ing in time and money over manually 
typed letters. Alsu very important to 
United is the high quality of the auto- 
matically typed letter. 

Operation of the machine is simple. 
The letter to be reproduced is first cut 
by a perforating unit into the paper 
master record roll. The roll is then 
transferred to the machine, where the 
operator merely inserts the letterhead 
and touches the necessary buttons. The 
operator types individual headings and 
salutations manually before the auto- 
matic machine takes over to type the 
main body of the letter. 

Some of the advantages found in this 
equipment are its accuracy, speed and 
economy. In typing repetitive corres- 
pondence, for example, the human ele- 
ment can easily enter the operation; 
such factors as operator fatigue, inter- 
ruptions or carelessness permit errors or 
the omission of vital instructions. These 
considerations are eliminated by the 
automatic typewriter. 
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William H. Reininga 

is office manager of 

the Chicago execu- 

tive offices of United 
Air Lines. 


Its typing speed is far beyond that 
of the fastest human typist. It operates 
at a steady, errorless rate of from 120 
to 150 words per minute, depending 
upon the manual or electric typewriter 
employed. United’s installation of four 
machines is capable of producing as 
many as 500 average letters a day with 
only one girl operating four machines. 

It has been estimated that the total 
cost of the average business letter 
amounts to approximately $1. John T. 
Murray estimates the cost of his auto- 
matically typed letters at approximately 
10e and 15¢ per letter, including post- 
age. A few specific examples of United 
Air Lines’ use of their installation are: 
Jetters to new freight customers, thank- 
ing them for their account; letters to 
new employees outlining United’s liberal 
pension plan; letters to new passenger 
prospects stating the advantages and 
conveniences of air travel. Mr. Murray 
says, “Auto-typist’s principal value to 
us here at United is the extremely high 
quality of the typed letter. Also im- 
portant is the extra time we gain from 
the complete elimination of proofread- 
ing letters for accuracy.” In the ten 
years since their installation, the mainte- 
nance cost of these four machines has 
been negligible. Mr. William Reininga, 
office manager of United’s Chicago 
executive offices, says, “We purchased 
four Auto-typists in 1942 and they have 
performed yeomen service through the 
years, paying for themselves in directly 
measurable economies. We use them 
for volume mailings in which high 
quality is the dominant consideration. 
In almost a decade of use, maintenance 
has been negligible.” 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





Why the Air Materiel Command 
Is Decentralizing Its Offices 


IR Materiel Command Headquarters 
at Wright-Patterson Air Force Base, 
near Dayton, Ohio, will decentralize 
its offices, according to Lt. Gen. Edwin 
W. Rawlings, commanding general of 
AMC, who said that decentralization will 
provide for increased efficiency, greater 


F economy, more security, room for fu- 


Sand 


: 


}ture expansion, and stronger planning 


management control tunctions. 
The first two points, efficiency and 


economy, are so closely related that to 


é 
& 
£ 
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measure before the program starts. 


speak of one is to speak of the other. 
The decentralization planners know 
that increased efficiency will result from 
the program, but the actual savings in 
dollars and cents are impossible to 
In 
weality, the program is a further adap- 
ation of private industrial methods of 
dministration. AMC’s operations have 
een compared with industry and the 
Parallel is striking. 

Any large industrial firm, for in- 
Btance, has its home office, its field pur- 
@hasing agent, the jobber or whole- 
Saler, the retailer and finally the con- 
Sumer or ultimate user. Under the 
Bresent system, Wright-Patterson AFB 
is the site of AMC’s “home office” and 
$field purchasing agent.” The depots 
are comparable to the jobbers, the in- 
dividual bases can be compared to the 
retailers and the using organization 
(combat units or training units) are 
comparable to the consumer in civilian 
life. 

Decentralization, in one respect, fol- 
lows industry in placing the field pur- 
chasing agents in other locations. Thus 
the prime depot assumes complete re- 
sponsibility tor certain items, including 
requirements computation, distribution, 
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receiving, storing and shipping to bases 
throughout the world. The supply divi- 
sion has been using the two-zone system, 
whereby a depot in the western half of 
the country stocks the same items as a 
base in the eastern half. One of the 
two thus becomes the prime depot and 
the other becomes a zonal depot for a 
particular item. The zonal depots, un- 
der decentralization, will become a coun- 
terpart of the jobber or wholesaler. 

This system has been used by private 
industry for many years. AMC planners 
could assume that the efficiency of that 
type of operation had been proven con- 
clusively. Industry has shown, with 
many examples, that valuable benefits 
are to be derived from such a system. 
With prime responsibility centered at 
one depot, the complete story on a par- 
ticular article could be obtained at one 
source. At present, questions must be 
addressed to headquarters, which in turn 
might have to go to the depot concerned 
for the answer. 

Savings in time and money by elimi- 
nation of many letters and telegrams are 
almost inestimable. Under the program, 
all queries from suppliers or using or- 
ganizations would be directed to the de- 
pot with responsibility for the item. 
Other paperwork would be saved by cen- 
tering all personnel concerned with the 
item at the depot. Thus, supply and 
maintenance personnel would be able to 
work out individual problems personally 
or with a local telephone call. Now, a 
depot problem in supply is referred to 
headquarters, routed to the maintenance 
division and from there to depot mainte- 
nance personnel either at the same or 
another base. The answer then returns 

(Continued on page 70) 
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J. B. Andrews of the Carnation Co., Seattle, 
was elected president of NOMA at the an- 
nual conference in San Francisco. 


PPROXIMATELY — 1500 
members, representing over 90 
chapters from all areas in the 
United States, Canada and overseas, at- 
tended the 33rd annual National Office 
Management Assn. conference and office 
equipment exposition in San Francisco, 
May 18-22. The members listened to ex- 
perts speak on appropriate office sub- 


NOMA 


Big Turnout at 
Annual NOMA 
Conference 


jects within the basic conference theme 
of “The Obligations of Office Manage- 
ment.” Specific talks dealt with the 
mechanization of the office, organization 
of office methods, the building of loyalty 
to company and employees, and the ac- 
ceptance of responsibilities contingent 
upon the business administration pro- 
fession. 

The association’s top honors were pre- 
sented during the convention. The Lef- 
fingwell Medal for outstanding contri- 
bution to office management went to 
Charles 0. Libbey, Tennessee Valley 
Authority. The NOMA Fellowship 
Award was presented to D. A. Huley, 
president, Lone Star Gas Co., Dallas, 
and former president of the U. S. 
Chamber of Commerce. This award is 
presented annually in recognition of the 
rise of a top executive to high company 
responsibility through the ranks of of- 
fice management. The Schulhof Awards 
for the two best office management 
papers presented by a NOMA member 
before a NOMA chapter were won by 
Kenneth E. Goodwin, Egry « Register 
Co., Toledo, and Hugh A. Wichert, 


Part of the office equipment exposition at the NOMA conference. 
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William Smith (center), chairman of NOMA's Schulhof Awards Committee, with this year's 
winners: Hugh A. Wichert (left) and Kenneth E. Goodwin. 


Ruthrauff & Ryan, Inc., Chicago. 

J. B. Andrews, office manager, Car- 
| nation Co., Seattle, is the newly elected 
' national president for the next associa- 
_ tion year. First vice president is K. W. 
_ Moore, vice president, Chicago Title & 
_ Trust Co. 

' In conjunction with the conference 
' was the annual office equipment exposi- 

tion in the Civic Auditorium. Products 
| of most of the outstanding leaders in 
| the office equipment industry were on 
view at this business show. The at- 
pony was heavy, augmented by the 

visits of many office managers and cleri- 


4 


cal workers, from the San Francisco 
area, desirous of seeing demonstrated 
the latest in office equipment and sys- 
tems innovations. 

For two days following the end of 
the conference, a “How” shop was held 
under the leadership of Irvin Herr- 
mann, office manager, Servel, Inc., on 
the various methods of office reproduc- 
tion and duplicating. The basie text was 
Mr. Herrmann’s treatise in the April, 
1951, issue of THe Orrice Magazine. 
The 34th annual NOMA conference, 
with business show, will be held in Bos- 
ton, May 24-27, 1953. 
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President 
4. B. ANDREWS 
Carnation Co., Seattle 


4. C. HODGES 
Canadian National Railways, Montreal 


8. P. BRECHT F. M. HELLER 
University of Pennsylvania Remington Rand Inc. 
Philadelphia Dallas, Texas 


D. 0. JAMISON J. W. MILLER 
General Fireproofing Co. 
Youngstown, Ohio 


F. A. SCHULTZ 
Unity Life & Accident 
Ins. Assn. 
Syracuse, N. Y. 

B. LEONARDSON 
Prudential ins. Co. of Great Britain 
New York 


_ Schoo 
Wilmington, Dela. 


A. B. PORTER 
Hood Rubber Co. 
Watertown, Mass. 





: NOMA OFFICERS FOR 1952-53 


Vice Presidents 


DIRECTORS 


Tennessee Eastman Corp. 
Goldey Beacon Business 
W. B. STROHM 


International Business Machines Corp. 
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VAN DYKE 


Typewriter eraser. Medium 

soft texture, excellent for 
correcting originals or 

carbon copies. Available 

with (No. 6587) or without 

(No. 6580) brush. R 


ga 
EFFICIENT 
ECONOMICAL 





PINK PEARL 


Pencil eraser. Makes correcting 
easier. Cleans as it erases. In large 
(No. 101) and medium 

(No. 100) sizes. 


DESIGNED TO DO A BETTER JOB...by 





Trade Marks Reg. U.S. Pat. Off. Ss INCE 1 8 49 
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'’ BINDER 
EQUIPMENT 


MARGINAL 
PUNCHED; 
FORMS 


Just what you’ve been waiting 
for. STOCK binders to hold 
your continuous or marginal 
punched forms that you use 
on tabulators, billing ma- 
chines, teletype equipment, 
etc. 





ELIMINATE the customary 
need for repunching of sheets. 


AVAILABLE IN 3 STYLES 


For current work or storage 
purposes your forms can be 
housed in POST, PRONG or 
VISIBLE binders. Write for 


Catalog L. 


It's Cesco for a complete line of 
Record Keeping Equipment. 


Write for Complete Catalog. 


© Sheppard. 














AMC Decentralizes 


(Continued from page 66) 
through the same channels, in reverse. 
A system such as this requires records 
and personnel at both the depot and at 


| headquarters, each substantially serving 
| the same purpose. 


By placing prime 
responsibility at the depot, duplicate 
personnel and records at headquarters 
would be unnecessary. 

The long-range bombers which AMC 
ships to the combat wings have their 


| counterparts in potential enemy coun- 
| tries. Oceans and half a continent mean 
| nothing now. If an enemy should decide 
| on a certain target, there is a good 
| chance that at least one plane could slip 


through the defense and wipe out, or at 
least damage, that target. Wright-Pat- 
terson undoubtedly, as the nerve center 
of AMC, could be a prime target. An 
atom bomb, a series of conventional 


| bombs or other missiles could put AM(¢ 


Headquarters out of business and leave 
all the depots throughout the country 
with plenty of supplies and no estab 
lished channel to direct their use. 

With decentralization, however, an at- 


tack on Wright-Patterson would reduce 


the effect on the Air Force’s supply and 
maintenance system. Since orders would 
be received at the depot, supplies would 
continue to flow to the fighting fronts. 

Expansion in the future has long 
been a nightmare of headquarters 
planners. Wright-Patterson now has 
36,000 military and civilian workers who 
not only strain the capacities of the 
cafeterias and present buildings, but 
make the short rides from nearby com- 


| munities to the base a tiring and lengthy 


drudgery for all. Of course it would 
be possible to construct more buildings 
and cafeterias. An expansion person- 


| nel-wise in the Dayton area, however, 


would present problems in that the An 
Foree and the concentration of other in- 
dustries in the Dayton area would be 
competing for labor. 

With actual details of buying, re- 
ceiving, storing, shipping and maintain- 


| ing supplies removed from headquarters, 
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PRODUCTION MEN 
DON’T GET BONUSES FOR 
TRUCKS WITHOUT WHEELS 


You can’t meet assembly and delivery sched- 
ules for military trucks . . . or for any 
product . . . without positive control of 
materials, parts, and manpower. 


That’s why over 10,000 U.S. Plants now use 
PRODUC.-TROL. Their materials, parts, and 
manpower are coordinated by Produc-Trol to 
meet assembly and delivery schedules. Their 
procurement and engineering work hand in 
hand with production. Produc-Trol unifies 
every phase of operation for these 10,000 
plants into a productive force that meets 
and beats schedules. 


Produc-Trol controls ALL kinds of proce- 
dures: Purchasing, Manufacturing Orders, 
Parts for Assembly, Inventory, Maintenance, 
Sales. Such versatility is possible only be- 
cause Produc-Trol shows at a glance as many 
as 16 pertinent factors for every item charted. 


Write today for the eight-page brochure — 
“How to Improve Your Order Control.” We 
want you to have it with our compliments. 





; Without obligation I would like brochure 
Pro sie 4 set “How to Improve Your Order Control.” 


NAME. 


POSITION cai 
(Please attach to, of write on, your business letterhead ) 














FOUR WASSELL EXCLUSIVES 














PRODUC-TROL INSTALVELOPE ROTOR-FILE SIGNALOK 
for Precision Control for Improved for Time-Saving, for Positive 
in Business Time Payments Space-Saving Filing Record Analysis 
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Why it pays users to buy INVINCIBLE 
“FOR BETTER BUSINESS LIVING” 


AN "INSIDE STORY"— 


From the standpoint of beauty and efficiency, In- 
vincible metal office equipment is a joy to have in 
any office. But you have to know about below-the- 
surface features to fully appreciate its comfort and 
lifetime durability. A good example is the Height 
Adjustment Feature shown in the drawing at the 
left. The foot may be screwed up or down to per- 
mit the user to adjust desk height at any point 
between 29 and 303% inches. Floor contact is pro- 
vided at 4 positions—eliminates rocking on uneven 
floors. Large, rugged, securely anchored sleeve 
gives added strength to withstand jolts and side 
strains of moving—improves appearance—provides 
exceptionally stable desk support. Glides at bottom 
of each foot are of rust-proof material—prevent 
rust stains on floor after scrubbing. For detailed 
information on other distinctive construction fea- 
tures which convince users that Invincible equip- 
ment is a wise investment for better business living 
—write the factory direct. 


VINCB 


COMMERCIAL OFFICE EQUIPMENT 
INVINCIBLE METAL FURNITURE CO. e MANITOWOC, WISCONSIN 
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it will be possible for those remaining to 
concentrate on policy, planning and 
management. This undoubtedly will 
strengthen the policy-making functions 
at a time when strength will be needed 
most. 

Before the decision to decentralize 
was made, Gen. Rawlings pointed out, 
a careful study had been made, not only 
of AMC operations, but also of manage- 
ment of large industries. It was noted 
that Sears, Roebuck & Co., General Mo- 
tors Corp., and Ford Motor Co. have 
been decentralizing their operations for 
several years. A 10-man committee was 
appointed under Maj. Gen. William H. 
Tunner, deputy commanding general, to 
study the problem. The committee was 
assisted by Kinley D. Tracy, of Robert 
Heller & Associates, management con- 
sultants of Cleveland. The committee 
included representatives of Headquar- 
ters USAF, Headquarters AMC, Air 
Materiel areas and the Air Procurement 
Districts. 


Better Management 
(Continued from page 45) 


to achieve our objective. Turn back 
the clocks to our kindergarten days. In 
playing anagrams we transposed letters 
in words to make different words. Per- 
haps we could well afford to continue 
playing anagrams, continue making dif- 
ferent words. 

For some time I have felt that we have 
had the cart before the horse as regards 
the words “office manager” and “office 
management.” When asked our occu- 
pation, nine times out of ten we proudly 
say, office manager. Or when asked our 
profession, we reply office management. 
The terms are all right and they are ac- 
ceptable, but they do little for our prog- 
ress unless we use a little imagination. 
The term “office management” is so gen- 
eral that it is taken for granted. It is 
sort of abstract, expressionless. It brings 
to mind a maze of things. We see 
desks, building, machinery, lights, ele- 
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SHORT! 
Ose... 


Snapfsasy- 
One-Time 
Carbon-Interleaved 
BUSINESS 


FORMS 
For SPEED... 


ACCURACY... 
ECONOMY 


in office and factory record-keeping activity. 
e 
TAILOR-MADE . . . to meet 
your special requirements. 


Snap-Easy Sets * Continuous Forms 
Fold-over Statement Forms. 
+ 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . 
Prompt Service . . Reasonable Prices! 


Make your next office form a SixgbSaag> 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


DEPT. 0, GAVRIN PRESS BLOG. 
New Rochelle « New York 








Are these invoice: 


Made by the World's Largest Manufacturer of Typewriters ROYAL 
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egible? 


Certainly, they were typed on a 
Royal Electric! 

On this modern miracle ma- 
chine, a girl makes up to 20 carbon 
copies as clean and readable as 
you could want! 

Also, stencil production increases 
. . . letter-writing becomes a joy 
to do and to read. And. typing 
personnel is freed for other work. 
That’s another way Royal Electric 
speeds up office work. 

Be sure to find out about these 
and other cost-cutting possibili- 
ties! See how Royal Electric brings 
costs down—and keeps themdown! 


s 


a9 


Royal Electric is the long-pre- 
ferred Royal Standard with power 
added. Like Royal Standard, it is 
made by the world’s largest manu- 
facturer of typewriters. Royal 
makes the finest, most rugged, 
most dependable writing-machines 
ever built. They stay on the job 
longer . . . with less time out for 
repairs. 


Hint to you: To raise morale among 
your typing people, get Royal Elec- 
tric Typewriters. They virtually 
banish fatigue, look so modern and 
husky that the operators get a lift 
out of them! 


* Sora 
’ 


Royal Typewriter Co., Inc., Dept. 421 
2 Park Ave., New York 16, N.\. 


I would like a copy of the brochure, ‘‘Picture of 


Progress,” describing the Royal Electric. 





STANDARD e PORTABLE e ELECTRIC 


* 
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ALL-PURPOSE xg 
DUPLICATING :: 


SULPHITE 


@ Laboratory controlled 
for all climates 
@ Uniform jobs on open or 
closed cylinders 
@ Very black, excellent 
all-purpose ink 
@ Will not clog cylinders or pads 
@ Sofe for all stencils 


Write for name of nearest jobber 


INK SPECIALTIES CO., Inc. 


523 N. HALSTED STREET 
CHICAGO 22, ILLINOIS 
In Canada: 

Corbon Paper Service Bureau 
94 Adelaide St., West, 
Toronto, Canada. 


vators, windows, and so on. The accent 
is on the word office, a very inanimate 
word. 


George Berni, general office manager, 
Procter & Gamble Co., and past inter- 
national president of NOMA, has re- 
ferred to our profession as “manage- 
ment of the office.”” He accents the word 
“management” which means the direc- 
tion of people, not of things. He ac- 
cents the word that places us in a 
proper environment tg accomplish. The 
word is dynamic—it is alive—it chal- 
lenges. The more we use it the more we 
face the fact that, technical experts 
though we be in our particular work (be 
it accounting, production, finance, mar- 
keting, ete.) it takes people to get the 
work done. It is people who make 
profits. Our success or failure is in di- 
rect relation to our recognition of the 
principle that we accomplish things 
only as we successfully lead people. 


The late Coleman Maze, first editor of 
NOMA’s Office Management Handbook 
and past international president, stated 
in a letter regarding NOMA’s objec- 
tives: “I think we should not lose sight 
of the fact that no matter how great the 
degree of technical skill, it is not mana- 
gerial skill and that is what I think we 
should develop in our people. Certainly, 
in this time of specialization, technical 
skills are needed, but my concept of 
our association is not that of a place 
for the development of technical skills 
entirely, but rather to assist in making 
managers. We call ourselves managers 
and we should develop the concept of 
management. We are pushing spe- 
cialization so hard that we are develop- 
ing a race of little men with respect to 
business. There are comparatively few 
men in the office management field who 
are really doing a management job. I 
do believe, however, that the oppor- 
tunity is great for many more to do a 
management job.” 

If we dislike to lead people, work with 
people, inspire people to accomplish- 
ment; we should not assume manage- 
ment responsibilities for management 
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(nistnes used to take banks for a sleigh ride 


Valuable to a bank as a source of new busi- 
ness, a Christmas savings plan was once 
more trouble than it was worth. Clerical 
and accounting costs mounted, customers 
had to wait in long queues for special tellers, 
tempers were strained on both sides of the 
teller’s wicket. 


Then McBee entered the picture — with 
pre-punched Keysort coupons to be used as 
deposit slips. 

Today, banks using Keysort need no spe- 
cial tellers, no stamp inventory accounting 
and pasting, no passbook posting. There are 
no waiting line delays for customers, no 


frayed nerves for tellers. Accounting re- 
quires merely sorting, counting and filing 
the Keysort slips. 


In using Keysort, banks are taking a cue 
from the record-keeping procedures of mod- 
ern industry. Keysort is a punched-card 
method that requires no special personnel, 
no costly installations. Keysort cards and 
machines provide accurate and timely man- 
agement reports at less cost than any other 
system. 

The McBee man near you is thoroughly 


trained to tell you frankly whether Keysort 
can help you. Ask him to drop in. Or write us. 


a THE McBEE 


¥@ 
pareee 


25.00 
“ 


ass ¢ Cinb 


ow COMPANY 


ie Sole Manufacturer of Rats ge 


eco ase 


The Marginally Punched 
298 Maden Ave. Mow Youn 2. 


ss ae TT" 
= ome 5a te) es” 
wee TA \O/ 


i~ y¥Nv 


Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 


AO 
/ 


 — 





® ALL TIME ~ 
ALL ST. S 
by Jattat Kon * 


Keke KK KK KKK KKK KKK KKK 


sein naabiaBta ee i lliisbaie’$ RTTaT 


coerce ae 


HIS UNUSUAL RECORDS 





When he retired in 1930 at the age of 
28, Bobby Jones had compiled the 
most amazing record in golfing his- 
tory. His 13 national and interna- 
tional championships included the 
U.S. Open 4 times, British Open 3 
times, U.S. Amateur 5 times and the 
British Amateur once. He reached 
his great pinnacle in his final com- 
petitive year, 1930, when he won 
golfdom’s “‘grand slam’’. For, be- 
tween May and September of that 


memorable year, he took the U. S. 
Open, British Open, U. S. Amateur 
and British Amateur titles . . . the 
greatest single season anyone had 
ever known in golf! 

Another unusual record: offices of 
7 of America’s 8 largest book pub- 
lishers, 12 of the 15 largest railroads 
and 8 of the nation’s 10 largest 
tobacco companies get better-look- 
ing letterheads or office forms with 
clean, crisp, distinctive . . . 





ATLANTIC BOND 
“Lolutized. PRPER @S 


MADE BY EASTERN CORPORATION 


BANGOR, MAINE 


Write us on your letterhead for Grantiond Rice's complete selections of 
golfdom's All-Time Greots, ottroctively illustrated ond suitable for 


framing. 
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means managing men and taking for 
granted the presence of technical skill. 
Business has taken a deep interest in 
and a strong hold of the philosophy of 
management. In analyzing reduced 
profits and increased costs, and the 
general welfare of company and em- 
ployees, successful companies — have 
learned that managerial skill is a tech- 
nique in itself and are daily placing the 
highest emphasis on managerial skill. 
To accent the word “management” is io 
define responsibility and underwrite ac- 
complishment. 

Successful companies have learned 
that the field is tremendously short of 
men who have the skill, still less the de- 
sire, to burden themselves nursing peo- 
ple to full accomplishment. Realizing 
the shortage, they are nevertheless deter- 
mined to replace the manager whose 
foremost desire is to hole up in an atti- 
tude of self-containism as a defense 
against the company and against em- 
ployees. We hear comments about in- 
dividual productivity being from 30% 
to 60% capacity. Individual produc- 
tivity inereases through the application 
of managerial skill. It decreases through 
discipline and poor interest in person- 
nel. It goes into a nosedive with the ap- 
plication of the defeatist philosophy, 
“Oh, boy, for a depression!” 

Don’t get false notions about manage- 
ment. It does not mean going over- 
board personnel-wise, giving away the 
business, destroying the company sub- 
stance, being overly charitable but, 
rather, bringing the eternal triangle of 
business, as Dr. Orton of 1.B.M. ex- 
plains, “products, profits, people,” into 
proper relationship. Management stems 
from the heart. Realizing this, how 
great the value of the simple things such 
as, a pleasant good morning, a pat on 
the back, a word of encouragement, in- 
telligent training and explanation. 


Good public relations are important 
to successful business and good public 
relations start with good employee rela- 
tions. Good management produces satis- 
fied employees. The more satisfied em- 
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One girl. with a Davidson 
will fold: 

500 statements in 5 minutes . 
1000 form letters in 9 minutes... 


6000 stapled forms in 60 minutes 


That's why you'll save plenty even tho 
you have very little folding work . 
why your Davidson will quickly pay for 
itself even tho you use it but one day a 
month. Any girl can operate it, Easily 
adjusted for various folds. Handles light 
and heavy paper up to 10” x 14”. Want 
details? Write today for free booklet. 


Davidson 


FOLDING 
MACHINE 


veo 


DAVIDSON CORPORATION 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1036-60 W. Adams Street, Chicago 7, Illinois 














té A eteno delight! 








NO TIP! NO WABBLE! NO BOUNCE! 











ERCULE 
-- TYPEWRITER STANDS — 


with exclusive 


Sell on sight! Because Her- 
cules stands are unmatched 
for utility, safety, leg room, | 
durability. Magic-Lok 
wings pull to drop, push to | 
lock . . . no braces, springs, 
brackets!: For right, left or 

both sides. 4 





rugged — vi- | 
bration free! 














ployees in the company, the greater the 
business success and the greater the net 
profit. 


Next we come to the matter of atti- 
tude. Accomplishment is based on the 
ability to inspire, to enthuse, to get peo- 
ple to do the work in the way it should 
be done, not because we want it done, 
but because they want to do it. We 
must have our heart in our work. We 
must have the proper attitude toward 
life, our company, our employees, what- 
ever the situation. We must be sold on 
what we are about. Otherwise we can- 
not expect to create the proper kind of 
atmosphere. 

There is a tremendous challenge in 
Elbert Hubbard’s Loyalty. He states: 
“if you work for a man, in heaven’s 
name, work for him. If he pays you 
wages that supply your bread and but- 
ter, work for him; speak well of him 
and stand by him and stand by the insti- 
tution he represents. If put to a pinch, 
an ounce of loyalty is worth a pound of 
cleverness. If you must vilify, condemn, 
and eternally disparage, why, resign 
your position, and when you are outside, 
damn to your heart’s content. But so long 
as you are part of the institution, do not 
condemn it. If you do, you are loosening 
the tendrils that hold you to the institu- 
tion, and with the first high wind that 
comes along you will be uprooted and 
blown away in the blizzard’s track and 
probably you will never know why.” 
Have the proper attitude, be sold on 
the company, be sold on your people, be 
sold on what you are about—or get out! 

The personal characteristics of the 
office executive I should like to discuss 
in caricature to illustrate what he should 
not be. 

Don’t be a Detail Man who forgets 
that management means to organize, 
deputize and supervise. As a first step 
toward success, remember a few simple 
rules of organization: 

(a) Determine when you should finish 

the task and how much time you 
ean allot to its completion. 


(b) Delegate as much of the task as 
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The POSTMAN MAY OVLY PING OVE’ 


And your customers seldom reorder if their original orders do not get immediate 
attention. 


That’s why thousands of progressive mail order firms have found the 
DENOMINATOR INDISPENSABLE. This modern, counting-tabulating device is 
accurate, simple to operate, requires little desk space—and it is economical! 


Don’t rely on old-fashioned, inefficient and cumbersome methods to record 
your customers’ mail orders for your various products. Ask us about the 
DENOMINATOR now! Write Dept. 7-0. 


ne Denominator Company, 


261 BROADWAY, NEW YORK 7, N 


Manufacturers of Tabulating Machines for over 35 years 


Tue Orrice—July, 1952 





PURCHASING 
HEADACHES? 


In these critical times, you want quick an- 


swers on: 
HOW to anticipate material requirements. 


WHEN to order, to assure maintenance of 


' 
; 
q 


production efficiency. 


: | WHERE to get quality materials at best 


market prices. 


) These and many other vital factors instantly 
available if controlled with E-Z Sort Systems. 
Small or large problems handled with equal 


efficiency. 


xct the facts on how the purchasing agents 
"of one of the nation’s largest organizations 

ave simplified and streamlined their jobs 
with a tremendous saving in operating costs. 
ee on request. Write— 





.)" 


“EZ SORT 


SYSTEMS, LTD. 


45 Second Street 
Dept. 72 
San Francisco 5, California 








“ald: ddeddoade, FUP SEMPRE READER HE Ly de 











| very easy to be small. 








A few valuable territories open 
to qualified Systems Engineers. 








possible to subordinates, and be 
sure that they can adequately 
perform their part in time for 
you to use their results and com- 
plete the task. 
Estimate the time you will need 
for your part of the task and set 
aside definite times when you ean 
be sure of concentrating without 
interruption. 
Leave a margin of time. 
wait until the last minute. 
Alter your plans only when diec- 
tated by obvious advantages. 
Changing your plans will cause 
confusion and loss of time. 
Insist on strict compliance with 
your rules of organization of 
work as it applies to subordi- 
nates. 

(g) Delegate your work to allow as 
much use of individual initiative 
and ability as possible. 


Don't 


Don’t be a Protocol Pete who stands 
on ceremony. Ceremony and protocol 
can wreck the business. Find ways and 
means to further the operations of the 
business, at the same time exercising ihe 
necessary control. It is a matter of 
careful judgment and study and co- 
operation. Speed is necessary in today’s 
business as there is no time for cere- 
mony or protocol. There is no room 
for stubbornness to a rule, if through 
amendment, a way may be found to 
further the interests of the business. I 
do not subscribe to the saying, “Rules 
are made to be broken.” Rules more 
often than not may be changed or 
amended. The show must go on. 


Don’t be a Hothead Harry, flying 


| off the handle at the slighest provoca- 
| tion. 


Blowing up is an indication of 
It is difficult to be big, but 
You ean tell the 
size of a man by the size of the thing 
it takes to get his goat. 

Don’t be a Tactless Tom who 
into trouble because he’s right and 
knows he’s right. Like the fellow who 
had the right of way but was killed in 
the auto accident. They say, “Win an 


weakness. 


wets 
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OFFICE MACHINE STAND 


CONSTRUCTION __. precision engineered of steel and aluminum. Safety domes 
on feet with special extrusions that positively lock the stand to the floor when in use. 
Absolutely no swing No sway even with heaviest loads 


MECHANISM finger-tip lever lifts machine stand off domes so that it may roll easily 
on ball bearing casters. This mechanism is built-in completely concealed and protected 
No projections. Illustrated below is the mechanism of the guard rail, the front view showing 
vise jaws for holding machi i bottom picture showing rear view when attached 
to the stand. 





a Pad, DIMENSIONS 
MACHINE a ————- Overall top, with drop leaves 
HOLDER ; - extended, 38" wide, 17” deep. 
7. Center Panel of Top, 20” wide, 

7 jeep 


Drop Leaves, 9” wide, 17" deep. 
Height of top from floor, 26". 
Overall leg Spread, 21 44" wide, 
192” deep. 


' 
4 





Be 


ENLARGED 
VIEW OF, 


| STOP-STEPS — 


Safety and beauty for the most fastidious bank vault. 
In silvertone aluminum or various colors of baked 
enamel, Non-slip steps. It’s glued to the floor when 
you step, yet rolls with the touch of a finger when 
unoccupied. That's because of the famous Cramer 
“Anchor-Cup” Roller, and the ball bearing casters. 


SPECIFICATIONS 

$$-2 88-3 5S-4 with Hondroil 
Floor Area...cccccn.2h’ x 17% 21% x25" 21% x 3042" 
Top Step Height 18° 27" 36” 
Overall Height 21%" 33” 


| 
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q .\ 
s 
x § 
i # a , . | Z 
rhe bd j > . o , 
; ssa... 6- 
J iGEal tor Frozen. step sizes with 
if it hand- P 
Model SS-2 . Model $S-3 toh. Ke | 
ideot for bonk libraries, stock or a i 
voults. Just the rooms, vaults . . . | 
fight height © popular size. 
nail 
° 


Exclusive “Anchor-Cup” Roller 


1205 Charlotte S$, 
Kansas City, Mo, ~ 


SS-6 
hoff) $$-6). 4 
WHEN YOU STEP—IT STOPS! 


Lochs TO THE FLOOR 
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THIS AD 1S AVAILABLE TO CRAMER DEALERS AS A SELF MAILER CIRCULAR 
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These handy Dennison items will help 
you save time, cut down errors, 
make work easier: 


SHIPPING TAGS « METAL RIM AND KEY 
TAGS «© COIN CARDS «© GIIMMED LABELS 
PRES A FLY LARFLS . ADDRESS LABELS 

* ADDRESSING LARFIS IN SHEETS ¢ CAUTION 
LABELS © AIR MAIL LARFIS « FILE FOLDER 
LABELS « SEALING AND ENCLOSURE LABELS 
NOTARIAL SEALS « GUMMED REINFORCE 
MENTS « INDEX TABS © PAPER FASTENERS 

MENDING TAPES 


‘ DAY AFTER DAY DENNISON OFFICE AIDS SAVE TIME AND MONEY 


Dennison makes dozens of “big file folders, assembling binders, 
little things” that bring better re- mending torn papers. 

sults to hundreds of office jobs Let these Dennison office aids 
such as: keeping records, address- simplify and speed your work. Call 
ing and marking mail, preparing your stationery supplier today. 


e 
Dennison Framingham, Mass. 


‘BUYING A BUSINESS MACHINE? BE SURE TO 


Check on the MOTOR... 


< 


Experienced buyers of business machines 

know the importance of the motor in obtaining 
quiet, dependable operation. This accounts for the 
increasing preference for office appliances driven by 
special application Lamb Electric motors .. . known 
for long-life and trouble-free performance. 
The Lamb Electric Company, Kent, Ohio. 


7 Mn SPECIAL APPLICATION morol % = 
FRACTIONAL HORSEPOWER len 
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argument, lose a friend.” Your wife 
knows how to be tactful when, instead of 
asking can she buy a new hat, she goes 
and buys two, then asks, “Honey, which 
of these do you like better?” 

Don’t be Selfish Sam who the cleri- 
cal staff would like to hang. He cops 
all the credit for everything. He’s one 
reason the office stays in the background 
in some places. Selfish Sam doesn’t 
realize the value of giving credit to 
others where it is due to build a real 
publicity department for himself by 
creating the impression he’s a good Joe. 

Don’t be a Fibber Fred who tries to 
color a statement because he can’t face 
the music. As sure as shooting, he’ll get 
caught in his own net. 

Don’t be a Pessimist Pat who is like 
the mother who sent out the oldest child, 
saying, “Go see what the kids are doing 
and tell them to stop.” Pessimist Pat 
doesn’t enjoy good accomplishments for 
a fleeting moment because he has a 
gloomy view of the future. He nullifies 
praise with a qualification, which is most 
offensive. He needs just enough opti- 
mism to create positive thinking and 
keep things moving with the attitude 
that we can do something if we try. 

Don’t be a Buckpasser Ben who can’t 
realize that all the boss wants is to cor- 
rect a wrong situation, not to find out 
who is responsible. It is more important 
for this fellow to save face and lay 
blame. On the way up, he was only too 
happy to have someone run the gauntlet 
for him. Someone helped him by say- 
ing, “It was probably my fault.” The 
Golden Rule could be applied more 
often. Valuable time is wasted by buck 
passing. 

Don’t be a Narrow Ned who ean’t 
see anybody’s viewpoint but his own. 
If you disagree with him, he dislikes 
you. A _ businessman knelt beside a 
teacher in church and the businessman 
prayed, “Oh Lord, be good to me be- 
cause I helped build this church, I give 
to the poor, I am so much better than 
this poor teacher who can do none ot 
these things.” The teacher prayed, 
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70778 


For Pencil and | 
1 Carbon Paper 
1 Marks. 


The All-American 
office team of 
COLUMBUS 1492 
pencil and wood- 
encased EraserStik 
7099 and 70998 
(with brush) now 
has 2 new members 
. . . EraserStik 
7077 and 7077B— 
the new, better 
way fo erase lead 
pencil and carbon 
paper marks. In- 
sist on original 
EraserStik. Accept 
no substitutes. 
Order from. your 
Dealer today. 


v.s.a.7077 B 


SINS Ted: 


. 4 
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“Lord be merciful to me for I was this 
man’s teacher.” 

Don’t be a Gossipy Gus who forgets 
it is as easy to believe something good 
about a person as something bad. He 
is the mountain-out-of-a-molehill type. 
If you seek material for adverse com- 
ments, you could probably find material 
for good comments just as easily. Judg- 
ment passed on hearsay or gossip is un- 
just. There might be more incentive for 
little men to be big if there were not so 
many big men who were so little. 

Don’t be a Moody Mike who can’t 
ileave his feelings at home. The first rule 
Sfor a supervisor or executive is to be 
the essence of courage and cheer. It 
takes a lot of bearing up under some 
wutside circumstances, but the office 
Bhould in no way be influenced by a bad 
hight or an outside difficulty. There is 
ho place for personal feelings of the 

Men at the top. The morale of our staff 
ises or falls with our expressed feel- 
igs. 

Don’t 


*% 


be a Lazy Louie who would 


rather make a note to do something next 
year. When people want something, 
they want it at a specified time. Louie 
doesn’t inquire when a job is needed 
and try to satisfy. 

Don’t be a Jealous Jack who can’t 
stand the progress of others. It’s nice 
to enjoy the progress of others with 
them so that they will enjoy your prog- 
ress with you. The old adage, “Give 
the devil his due,” is a good rule. 

Don’t be a Grouchy George, a com- 
posite of all the above guys. He’s so 
wrapped up in detail, standing on cere- 
mony, flying off the handle, tactless, sel- 
fish, pessimistic, buck passing, narrow, 
ete., that he became a grouch. 

An office manager must possess hu- 
maneness. Someone has said, “An office 
manager is supposed to be an approach- 
able human being with a sense of humor 
and a personality.” 

The final factor, realism, means be- 
ing realistic about obtaining recogni- 
tion, If one operates with full considera- 
tion of the foregoing factors, he will 





} Collate with Fewer Workers in Less Time 
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using Evans Gathering Rack 
ates 3,500 ! 


sheets an hour! 


to 500 
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Use 
gathering: 


paper may 


stand rack or 


Rack 
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IpSE r setting aside. 


See Your Dealer or Write: Evans Specialty Co. 
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Evans 


GATHERING 
RACKS 


8 MODELS 


SHOWN: 18-Section TU Rack at 
$25.00. Seven others, priced $11.00 to 
$16.50. 

There's a model for YOUR office. 


GUARANTEE: EVANS Gathering 
Racks are guaranteed to produce 
QUICKER and MORE ACCURATE re- 
sults than any other collating aid on 
the market. 





n nait. 


. Inc., 403 N. Munford St., Richmond 20, Va. 
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little more than a 
standard typewriter 


Easy! Fold a sample sheet as you 
want it, then measure the width 
in inches of the first and second 
folds on the metal rule, then... 


THe Orrice—July, 1952 


Announcing a really small, low-cost 


Folding Machine 


Folding by hand is a high 
cost operation in any office 
today... takes too long, wastes 


time that should be spent on 
more important work. It’s a 
tedious job that everybody re- 
sents.... This new Pitney-Bowes 
FH will do all your folding, 
save temper and time, cut 
clerical costs! 

Only a little larger than a 
standard typewriter, it costs 
but little more! 

Semi-automatic, and electri- 
cally driven, the FH is fast, 
accurate; can make two folds 
at once, will double-fold letter 
size sheets up to 5,000 per 
hour — fen times as fast as 
manual folding! 

Anybody can use the FH 
after a few minutes explana- 


tion. You set it for any job by 
just moving two knob indica- 
tors on the scales, for the 
widths of the folds wanted. 

The FH takes very little 
desk space; is portable, and 
can easily be carried to wher- 
ever it’s needed. Makes eight 
standard folds, in various 
paper weights, sheets as largé 
as 84 by 14 inches, as small 
as 3 by 3 inches! ; 

The FH takes only a min- 
ute to set up, can be used 
profitably on even small jobs, 
It’s a great convenience — iff 
the shop and factory, as well 
as the office. And it quickly 
pays for itself... Ask the near 
est Pitney-Bowes office to show 
you—or send the coupon for @ 
free illustrated brochure. 


= PITNEY-BOWES 


Folding Machines 


Made by Pitney-Bowes, Inc... . originatorg 


of the postage meter.. 
with service in 199 cities. 


. 93 branch offices, 


pocococerreror or 


Si 4 
i) Nie 


Move indicator knobs on inch 
scales to set the FH for wanted 
widths of the first and second 
folds...and it’s ready to go! 


PITNEY-BowEs, INC, 
3439 Pacific Street, 
* Stamford, Conn. 


Send free booklet on Folding 
Machine to: 
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a book of sound 
information on 
Purchasing Forms! 


| Uarco’s Encyclopedia 6s 
‘of Business Forms for Purchasing 


If you saw this book in a store, you'd buy it— 
it’s that worthwhile. 

There’s no advertising in its 38 pages; just 
sound inf mation. The shirt-sleeve kind you 
want to have about Purchasing Forms. 

' Uarco has analyzed the eight basic Pur- 
Schasing Forms ... Purchase Requisition, 
Request for Quotation, Purchase Order, etc., 
and listed for each: what the form is, why it's 
used, where it originates, distribution of 
copies, details of design . . . and backed up 
each with page-size ilfestretions of the form. 

If you have a question about Purchasing 

‘Forms, any question, you just have to turn to 
tthe right page to get the answer! 


Warco Offers You This important Book Free 


; Pin This Coupon to Your Letterhead 
i and Mail for Your Free Copy 


LARCO 


INCORPORATED 


actories: Chicago; Cleve- 
nd; Oakland; Deep River, 
nnecticut; Watseka, Illi- 
is—Sales ~ + eee 
all principal cities. 


Business Forms 
UARCO INCORPORATED 
Room 1624, 141 W. Jackson Blvd. 
Chicago 4, Illinois 
Please send my copy of Uarco’s Encyclopedia 
of Purchasing Forms. 


Name. 





be not only performing his two-fold job 
of service and control satisfactorily—he 
will be automatically earning his place 
at the management table. Do not con- 
fuse recognition with outright power 
and authority. The latter, while there, 
are the antithesis of management because 
they connote tyranny instead of co- 
operation. Control is the basis for ac- 
complishment but it must be heavily 
veiled with a friendly spirit of coopera- 
tion and mutual endeavor. Control 
means opportunity to work with people, 
not rule over them. Even if you are 
doing your job, you are preparing your 
downfall if you have an insatiable appe- 
tite for power. 

Beyond this and of paramount im- 
portance, it is to be remembered that 
recognition is a matter of doing, not of 
talking, of giving in order to get. Keep 
going all the time. To those who have 
this ability, I urge you to encourage 
and help those who need the benefit of 
your guidance and experience. 

Be very careful not to short-circuit 
our management. The statement, “Man- 
agement is against it,” is often given 
automatically without giving manage- 
ment an opportunity to decide. Don’t 
say management has turned down some- 
thing if it is not so. Don’t let, “Man- 
agement is against it,” cover up your 
own inability or lack of fortitude to 
meet an issue. Top management is 
wrongfully blamed for a host of things 
that are properly the fault of office 
executives. Consequently our free en- 
terprise system is endangered by the 
failure of men on the second manage- 
ment level to rise to their responsibili- 
ties, who sell their management, and 
their staff people, short. 


Let’s not be awe-struck by our top 
executives. They are human. They 
don’t expect obeisance. If you were 
hired as an administrator, then adminis- 
trate. Tell our superiors what we 
honesty feel rather than what we think 
they would like to hear. Management 
cannot afford high-priced clerks. We are 


| paid to think and to manage. 
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Business is sold on IBM Electric Typewriters because . . . they 
turn out consistently beautiful work . . . they are the easiest of 
all to operate . . . they save energy, save time, save money. For 
descriptive folder, write to IBM, Dept. OF-3, 590 Madison Ave., 
New York 22, N. Y. 





IBM | Clectiic Typewriters 


INTERNATIONAL BUSINESS MACHINES 
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ew Produc 


FOLDING MACHINE 
Inc., 3439 Pacific St., 
Stamford, Conn., makes an electric office 
folding little 
ttypewriter and costing not 
it is designed 
ithe drudgery and clerical cost of hand- 
tfolding of paper even the 
smallest office. It can with 
i 5,000 hour 


Pitney-Bowes, 


machine, larger than a 


much more, 
and priced to eliminate 
forms in 
fold 


sheets an 


pre- 


Ecision up to and 


simple to operate. It can be set up 
about one minute for any folding job 
y means of a rule 
d the adjustment of two indicator 
mobs. It stacks from the 
me end, saving working space and en- 
bling the 


posit ion. 


simple measuring 


feeds and 
remain in one 
Sheets are stacked in the 
Opper and lightly moved by 
féed rollers where the machine 
takes over and folds automatically. 
Performs two parallel folds in one op- 
eration and- makes any 
basic types of folds, handling a wide 
variety of paper sizes and weights: du 
plicating, bond, ledger, book, coated and 
uncoated papers in sizes from 3” square 
to 8%” by 14”. Machine is 12” wide, 
7%” high and 22%” long, ineluding de- 
tachable stacker. 


operator to 


finger to 
electric 


one of eight 


It is portable and can 


be conveniently stored when not in use, 


90 


weighing only 23% lbs. This Model 
FH is a more compact, low-cost version 
of the heavier-duty FM folding machine 
introduced two years ago. 


SPIRIT DUPLICATOR - 


Old Town Corp., 750 Pacific St., Brook- 
lvn 17, N. Y., makes the Model 98S 
Copymaker Duplicator, designed to sell 
at $175. Machine has automatic paper 
feed with patented single-sheet feeding 
to eliminate wasting paper, and master 
clamp release which locks master in du- 
plicator by a 4” reverse turn of the 
handle. There are few controls to op- 
erate and machine takes any weight pa- 
per from 16-lb. to card stock in any 
size up to 9” x 14”. Its wick moisten- 
ing method and fluid control economize 
on fluid. A dial regulates the bright- 
ness of copies and length of run from 


a master. An all-metal device attaches 
to the feed tray for feeding post cards 
without skipping. Bearings are sealed 
for lifetime service without attention. 
A elockwise turn of the drum delivers 
a copy face up. Paper tray holds 250 
sheets and over 145 copies a minute can 
be produced. The Model 98 Copymaker 
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is attractively finished in soft gray ham- 
mertone, weighs 24% lbs. and requires 
only 19” x 12” of table space. Dealer 
schedules and delivery information from 
above address. 


AUTOGRAPHIC REGISTERS 
Autographie Register Co., 221 7th St., 
Hoboken, N. J., now provides a self- 
renewing carbon for its autographic reg- 
One sheet of this Durographic 
will outlast a full loading of 


isters. 
Carbon 








long-writing <arbon 
es «FOO better 
handwritten records 











carbon has 


necessary to 


register forms. When the 
been inserted, it is not 
touch it again until all forms in the reg- 
ister are used. Improved durability is 
the result of impregnating the Duro- 
graphic paper with a special ink which 
automatically flows back into the pencil 
indentations after each write. The self- 
renewing carbon surface gives clear, 
deep, purple, indelible copies, providing 
permanent, erasure-proof records. A book- 
let describing Durographic Carbon is 
available from above address. 
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KEY CONTROL 


P. O. Moore, Inc., 302 Fourth Ave., 
New York 10, N. Y., specialists in con- 
trol systems for lock keys, offer litera- 
ture on their key cabinets and key-hold- 
ing panels of various types such as desk 
drawer inserts and filing cabinet trays. 
This firm produces an index tag system 
and panels of every size for the safe- 
keeping of keys including receipts, in- 
dex cards, key envelopes, ete. Companies 
having a number of keys to keep track 
of use Moore Key Control and TeleKee 
systems, 


ADDING MACHINE 


Johnston Adding Machine Co., 731 8 
Spring St., Los Angeles 14, Calif., makes 
the Johnston Adding Machine, a 10-key 
814” x 12%” and 


machine measuring 


weighing 19 Ibs. It offers 10-column list- 
ing and 11-column total, automatic eredit 
balance, automatic totals and direct sub- 
traction. All feature keys are electrified 
as is the backspace key which will elimi- 
nate the last digit of any number. A 
2-eolor ribbon prints positive and nega- 
tive answers in red. The even-action 


9] 





BetUS glean? ano RNAI 


keys all operate with the same finger 
stroke for high speed and accuracy. The 
top cover of the case is hinged for easy 
cleaning and servicing while the ma- 
chine’s 6-unit construction aids servicing. 
Case is of steel, lined with soundproofing 
material, finished in non-glare gray. 
Literature from above address. 


VERTICAL FILE SYSTEM 


Oxford Filing Supply Co., 101 Clin- 
ton Road, Garden City, N. Y., offers to 
send inquirers their free Pendaflex fil- 
ing system catalog and the name of a 
dealer who will install a trial file drawer 
with the Pendaflex system on a money- 
back if not satisfied basis. Full in- 
formation from above address. 


ELAPSED TIME COMPUTER 


Fattor Mfg. Co., 1024 N. First St., St. 
Louis 2, Mo., makes a computer which 
figures actual time worked to the near- 
est 5 minutes on either 12 or 24 hour 
clocks, with automatic exclusion of meal 


® periods and other deductable time. Two 
) simple movements give visual answer of 


elapsed time. One movement supplies the 
answer when meal period is constant. 
Fast, accurate operation of the computer 
can be learned in ten minutes. The short, 
simple directions appears on its face. 
This elapsed time computer can be re- 
ceived from above address postpaid at 
$2.20 each with money-back guarantee. 
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AUTOMATIC CARD FILE 


Simpla Research & Mfg. Co., 427 
Fourth Ave., New York 16, N. Y., of- 
fers a free catalog showing Simpla- 
find motorized card filing equipment 
with which any one of thousands of 
filed cards can be had in three seconds 
by touching a button. One of the il- 
lustrations in this booklet shows the 
file’s interior and its mechanism is ex- 
plained. 


ADDRESS LABELING MACHINE 


Dick Mailer, 137 W. Tupper St., Buf- 
falo 1, N. Y., makes the semi-automatic 
Dick Labeler for addressing and labeling 
up to 10,000 per hour. Simplicity of de- 
sign and construction eliminates the 
necessity of center hole perforations 
and permits operation by inexperienced 


personnel. Dick Labelers apply paste, 
move address strip forward the exact 
distance of the label, cut it off and stamp 
it in position. The operator simply lowers 
the front of the Dick Labeler by a 
slight wrist movement onto the spot for 
the label and it is pasted in position. All 
other operations are automatic. Designed 
for uniformly sized labels from 44” to 1” 
in depth to accommodate addresses from 
1 to 5 lines. Between these limits the 
Dick Labeler can be adjusted to any 
depth dimension regardless of size or 
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type of printing. Handling strips of 
typewritten labels as well as stencil and 
plate strip labels is possible. by a built- 
in adjustment lever which compensates 
for possible slippage or stretch between 
addresses. Complete information from 
above address, 


MECHANICAL PENCILS 


Autopoint Co., Dept. 0-5, 1801 Foster 
Ave., Chicago 40, Ill., offers a free folder 
which illustrates in full color and ac- 
tual size their wide variety of mechan- 
ical pencils for use by employees or as 
advertising premiums. Also included are 
ballpoint pens and desk accessories. The 


list price, quantity price and minimum 
quantity on imprint orders are given. 


VERTICAL FILES 

Steel 

Ave., 
6600 


Peerless 
Hasbrook 
makes the 


6616 
Fa, 
Verti- 


Equipment Co., 
Philadelphia 11, 
Series Metal 


eal Files with emphasis on the stream- 
line handles in which automatic drawer 
latches are an integral part. Other fea- 
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tures include non-jamming, slide-locking 
follower blocks; torque plates welded 
onto upper corners of drawer openings 
for greater rigidity; sturdy ball bearings 
suspension slides. These filing cabinets 
are made in 2, 3, 4 and 5 drawer heights, 
in letter and legal widths. Inserts to 
accommodate various sizes of index cards 
ean be used in any opening. 


DICTATING MACHINE 

Dictex Corp., 221 N. LaSalle St., Chi- 
eago 1, Ill., makes the Dictex dictating 
and transcribing machine which uses the 
magnetic principle to record on pliable 
belts. Belts can be reused without re- 
processing because the recording of new 
material erases the old recording. Belts 
can be mailed in an envelope. The com- 
pact machine weighs only 11 Ibs. and 


measures 6” x 10”. The magnetic type 
hand microphone is also used for play- 
back. To correct a dictated error, user 
simply ‘goes back to beginning of wrong- 
ly dictated material and dictates cor- 
rect information. Each recording belt 
holds 10 minutes of dictation. Toggle 
switch allows setting machine for dic- 
tating or transcribing. For transcrib- 
ing there is a convenient ear set and au- 
tomatic backspacer foot control. Typ- 
ist has complete control of Dictex at all 
times. One unit can be used for both 
dictating and transcribing in smaller 
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offices while in offices 
can either 
depending on 


from 


larger machines 
purpose where needed 
work load. Literature 
above address. 


serve 


LAYOUT TEMPLATE 
Rapidesign, Inc., P. O. Box 592, Glen- 
dale, Calif., offers the No. 610 office floor- 
plan layout templates scaled 1%” to the 
foot. Made of .030 mathematical quality 
clear plastic in matte finish with the 


r Sis? 30 


Ata ASB 


Oded baits 


M4 


Si A3 


— 
LAR ake 





printing on the matte surface to mini- 

mize wear. The template allows anyone 

office desks, chairs, files and 

} other equipment on a plan to make quick 

® layouts. Template is 6” x 35/16", lists at 
$1.60. 


to draw 


DESK RACK 


: Regina Metal Products Corp., 20 Pine 


pSt., New Rochelle, N. Y., makes a 20- 
scompartment welded steel desk distribu- 


tor or rack which is 5” high, 534” wide 
and 18” long. 
wide, 


Each compartment is %” 
Equipped with 5” label holder 
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and label, mounted on four rubber feet 
and finished in office gray or green. Sug- 
gested retail price $5. Information on 
this and other steel equipment from 
above address. 


FOLDING TABLE 


All-Luminum Products, 1917 W. Ox- 
ford St., Philadelphia 21, Pa., makes 
the All-Luminum Fold-A-Way Table for 
immediate delivery in unlimited quan- 
tities. The Model S has a steel top that 
adds strength and convenience. Legs are 
made of sturdy, lightweight aluminum. 
The Fold-A-Way Table is finished in a 
choice of two baked enamel hammertone 
colors: dove gray or Caribbean blue. 
Handy for use wherever space is limited, 
or temporary table space is required, it 
is engineered for compactness and easy 
storage. It opens easily in a jiffy to seat 
eight persons comfortably. It locks 





closed to be stored conveniently in car 
or closet, or carried by its leather han- 
dle. It is rust-proof, weather-proof, re- 
quires no special care. Weighs less than 
25 Ibs. and will support close to 1000 Ibs. 
A stack of tables 6 ft. high will serve 
over 200 people and can be set up in 
15 minutes by one man or woman. 


TYPING LINE-COUNTER 
Shipman-Ward Mfg. Co., 325 N. Wells 
St., Chicago 10, Ill., announces the Page 
End-Ieator designed to cure end-of- 
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Men Who Know Efficiency 





Get the facts about Repeat-O-Pak Re-usable Floating 
Carbon Paper w:th continuous forms. See why there's no 
carbon smudging .. . no smeared carbon copies... no 
dirty hands ... no time-outs for wash-ups. See why 

you, too, may save up to $15 per thousand-typed forms 
on carbon paper alone while writing more forms per hour! 




















PUSH-BUTTON' MULTIPLICATION 


sends figure output soaring 


EASIER-SURER- FASTER 


EASIER —because Marchant saves the 

operator at least one step in every 

multiplication problem 

SURER—because Marchant is the only 

American calculator with dials for 

verifying the keyboard entry 

FASTER because Marchant’s 

mechanism operates at speeds 

ranging up to twice those of 

any other calculator 

Since more than half of all calculator 

work is multiplication, experienced office 

workers everywhere choose the calculator that 
multiplies easier, surer, faster. The 
Marchant Man in your phone book will 
prove this by a demonstration in your 
office—call him today. 





; Mail this Coupon with your business letterhead to get our free : 
‘ GUIDE TO MODERN FIGURING METHODS 
» ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS CT] 


: MARCHANT CALCULATING MACHINE COMPANY : 


’ 
‘ 
‘ 


Awe e ween ww newman were n ee ee cee eccecese 


96 


OAKLAND 8, CALIFORNIA Ol; 





3K PUSH-BUTTON MULTIPLICATION 
d Enter multiplicand in keyboard. 


Answer appears simultaneously 
as multiplier is entered in 
Automatic Multiplier row. 








AMERICA’S FIRST 
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the-page headaches by telling the typist 
exactly how many typing lines are left 
on the page. It will be installed on all 
B. F. Goodrich typewriter rollers, for 
which Shipman-Ward is exclusive na- 
tional distributor. Attached to the end 
of the roller, it tells the typist how many 
typing lines are left and continues to 
register the number of lines remaining 
until the end of the page is reached. 
Red figures and green letters on a yel- 
low background insure easy visibility. 
The Page End-Icator is calibrated for 
use with either standard 814” x 11” 
or legal size pages. 


AUTOMATIC CARD PUNCH 


Remington Rand Inc., 315 Fourth Ave., 
New York 10, N. Y., makes the Card-o- 
Matic Punch for punching tabulating 
ecards. Teamed with the Conve-Filer, 
a mechanized continuous tub file, the 
Card-o-Matie Punch offers economies in 


time and money in many punched-card 
accounting procedures such as billing 
and sales analysis, payroll, order writing, 
preparation of shipping tags and many 
others. This combination provides for 
almost completely automatic location of 
the proper master card in the motorized 
file, transfer, selection and punching of 
the desired information into a new tab- 
ulating card, and the opportunity to en- 
ter variable data as required—all from 
a single keyboard located at the opera- 
tor’s fingertips. A remote control sens- 
ing unit permits a synchronized operat- 
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Simultaneous 
“™ Delivery 


Your Catalog, Sample, Price List 
or Layout.... 
and your Personal Letter 


Delivered Same Time 





All Shepco envelopes—Only Shepco envelopes 


have MINT-E-SEAL® 


the FLAVOR FLAP 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 


Free New England Woy Folder-Write Dept. 108. 











WHEN YOU BUY OFFICE FURNITURE 
Specity Desks by Usnepeertial 


Ges ASK YOUR DEALER 


imperial 


DESK CO. 
Evansville, indiana 














enter ellihnionn ae 


: 
: 
) 
. 
| 


Le Febure 


COMPLETE as UNIT! 


MAGIC KEY 
ADJUSTO 
TRAY-BINDER 


EXCLUSIVE! 
Compressor 
plates made to 
fit sheet size 
at no. extra 
charge! 


saves space! 
speeds paper handling! 


Seve 5 to 15 minutes every 
hour during machine posting 


Installations prove it! LeFebure Tray- 
Binders, Posting Stands and Bookkeep- 
ing Machine desks provide an orderly 
arrangement—more room at less cost. 
Everything at hand . . . uninterrupted 
work, Space saved — time saved. Let 
our trained representatives help YOU— 


) WRITE FOR FURTHER INFORMATION 


CORPORATION 
CEDAR RAPIDS, IOWA 


bps 


The World’s Most Complete Line of 
Posting Trays, Tray-Binders and Stands 


ie oe 





ing control between the master card file 
and the Card-o-Matie punch: In one 
operating sequence the operator is able 
to select the proper master tabulating 
card containing repetitive data, insert it 
in the sensing unit of the punch, select 
the desired information in the master 
ecard, add variable data, punch a new 
detail card and re-insert the master card 
in the original file location. This mechan- 
ization the punched-card selec- 
tion and punching operations, increases 
accuracy and operating costs. 
Among the advantages are rapid master 
ecard selection by push button control, 
standardized product description, aceur- 
ate price selections, automatic coding of 
customer information such as 
city, state, and salesman code: 
of all 
items such 
prices; 


speeds 


reduces 


customer, 
automat- 
information except 
quantity, sizes 
and complete and accurate 
The 


ie punching 
variable 
and 
sales analysis records. 
trol Unit 
any the 

which filed in 


as 


Remote Con- 
allows selection of 
60,000 Master Cards 
each Conve-Filer. 


Sensing 
one of 


be 


can 
STAPLER 
Ine., 825 Mechanic St., Wes- 


I., makes the Bostitech B-11 
a four-way tool: tacker, stapling 


Bostitch, 
terly, R. 
Stapler, 


plier, desk stapler and staple remover. 
Built to give years of trouble-free serv- 
ice, this Bostitech model has a floating 
driver for powerful and jam-free action, 
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WITH FACIT! 


You will not need to employ specially trained 
calculator operators if your office is equipped 
with Facit. This world-famous high-speed cal- 
culator adds, subtracts, multiplies, and di- 
All the figures on vides. It takes only 15 minutes for anyone to 
your five fingers! learn the simple, fast, 10-key system. And after 
some days most beginners can operate a Facit 
calculator so quickly that they do the work of 
many persons—for one person’s wages. Be- 
cause of its astonishingly low price, the cost of 
a Facit is not an expense at all—it’s a wise in- 


2°m vestment that soon yields valuable returns. 





= ACIT World's most exported 
CALCULATOR 
AB ATVIDABERGS INDUSTRIER * SWEDEN 


Write for folder 
U. S. SUBSIDIARY: FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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9o 
Om 


least 
Its closed 


fasten at 
sheets of ordinary bond paper. 
front full 
while it is being driven. A window 
the the machine warns the 
user when the staple supply is low. A 
flip of the lock on top opens the ma- 
chine for quick, easy loading. An at- 
tached blade removes the staples with 


making it easy to 


gives support to the staple 


on side of 


a gentle push. This staple remover can’t 
be lost it’s part of the stapler. 
Literature from above address, 


since 


ELECTRIC-TYPING GRAPH 

International Business Machines Corp., 
Dept. OF-3, 590 Madison Ave., New York 
28, NN, Y., free slide-graph in 
colored plastic which indicates the sav- 
ings obtainable by using electric type- 
writers according to rate of typists’ 
pay and average number of typing hours 
daily. Users of electric typewriters have 
reported production ranging 
6% to 50%, aecording to 
work Based 


offers a 


increases 
class 


the 


from 


of being done. on 


conservative estimate of a 15% increase 
in production, and making standard al- 
lowances for depreciation, maintenance 
and cost of electricity, the graph makes 
it possible to see at a glance yearly net 
savings available under a variety of 
conditions, For example, one chart 
shows that when a typist is paid $55 a 
week and spends an average of 5% 
hours a day typing, $225 a year will be 
saved with an electric typewriter. On 
the reverse side of the graph, another 
chart shows that this is the equivalent 
of having one extra girl for 20 days a 
year at no extra cost. Similar figures 
can be obtained in situations where sal- 
aries vary from $35 to $75 a week, and 
where the time the machine is in use 
ranges from 2 to 7 hours a day. 


MICROFILM FILING 
Inc., Dept. N, Pearl 
N. Y., offers a free booklet, ‘‘New 
Horizons with Microfilm,’’ describing 
techniques used in government and in- 


Filmsort River, 





YOU CAN’T 


Ask Your Dealer 
about this NEW 
Heavy Duty STAND 





THIS STAND 
OVER! 


TIP 


Built for comfort and stability for wide 
carriage electric typewriters, this stand 
features 3” dia. casters, 4 piece welded 
cross braces to prevent eye torturing 
vibration, has an adjustable ball foot 
for uneven floors. Top 18” x 18”, leaf 
16” x 18”. Its the most rigid stand avail- 
able. Inquire and be convinced. It will 
cost you nothing—may save you dollars. 


TUBULAR SPECIALTY MFG. 


1940 Stanley Ave 


ESTABLISHED 192) 


OFFICE 
MACHINE 
STANDS 





co. 


Detroit 8, Mich 
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NEW office copying discovery... 


opies Feed 
Out Here! 


| : | f anythin dpstanty ‘ Finished 


Revolutionary New 


New, low-cost machine makes photo-exact copies direct from 

original letters, forms, bids, contracts, invoices, reports, blueprints. 

Here is the first major advancement in office copying in the last 15 

years. Can save up to 80% on your copying jobs! Eliminate retyp- 

ing, hand copying, checking or outside expensive copying service. 

The Auto-Stat is the first low-cost machine that makes error-proof, 

legally-accepted, black-and-white photo-like copies— WITHOUT COPIES PEEL APART! 
ns MESSY DEVELOPING, FIXING, WASHING OR DRYING. It's NO developing 
ast—only 2 simple steps instead of 12 required by old methods. P 
Makes prints instantly from any originals up to 11” x 17”—whether NO washing 
printed on one or two sides, and any inexperienced clerk can operate it! NO fixing 


So low cost! So compact! . 
Fits on the corner of a desk or table and is priced within the budget NO drying 


of even the smallest firm. It's portable—just plug in any outlet— NO trays 
ynd the Auto-Stat is ready for instant operation. ‘ TODAY \ NO dark room 


Have You Read This New Book? mal ————-——------- 


Here is @ really intormotive, American Photocopy Equipment Co. Dept. 0-71 


worthwhile, fecivel report on 2839 North Clark Street, Chicago 14, lll. J 
an important new copying 


development. New 12-page Please Rush me— without obligation— FREE copy 
booklet pictures and tells com- of your new book on Auto-Stat—with full de- 
plete Auto-Stat story—shows tails on this new photocopy method. 
how you can use this revolution- 


ary new photo-copy method. Name _ aemeaameens 





Firm elon iegdtiakoiieieaien 
Address 
City. Zone. State 








AMERICAN PHOTOCOPY 
EQUIPMENT COMPANY 

















~ AUTOMATIC 
STAPLING 





' SGroplex 


THE AUTOMATIC 
ELECTRIC STAPLER 


TODAY'S FASTEST . . . EASIEST 
AND BEST WAY TO STAPLE! 
Cuts Time & Costs Sharply. 


Just insert paper—both hands 
free for work—no foot pedals, 
etc..—Staples as fast as you 
can feed work. 


SAVINGS UP TO 70% — PAYS 
FOR ITSELF IN NO TIME. 


Write and be convinced— 


The STAPLEX COMPANY 
72-76 Jay St. Brooklyn 1,N. Y. 














dustry to individualize microfilm of 
records and file it by subject in jackets 
or cards. Originally written for the 
American Documentation Institute, the 
booklet contains case studies of opera- 
tional filing where important records 
have been converted from bulky orig- 
inals to microfilm cards, reducing space 
requirements by more than 75% and 
cutting look-up time to a minimum. 
Studies in the booklet include the trans 
formation of a 250,000 meat label file of 
the Department of Agriculture from orig- 
inal folders to tabulating cards; title in- 
surance take-off and plant-building; han- 
dling of case histories and x-rays in 
hospitals; and mechanical drawings in 
engineering departments. 


CUTTER 


Hobbs Mfg. Co., Dept. N90, 26 Salis- 
bury St., Worcester 5, Mass., makes the 
Jacques Jr. Cutter of all metal. A clamp 
automatically holds material to be cut 
as the blade is lowered. Spring tension 


exerts even pressure against entire area 
of knife blade as it cuts and meets guide 
to assure clean, accurate cuts. Cutting 
action has a self-honing effect on knife. 
A safety spring connected to the blade 
prevents accidental cutting or dropping 
of the knife. Adjustable sliding gauge 
and graduated squaring bar allow cut- 
ting to exact specifications. Upper knife 
and clamp are supported on shaft with 
oversize bearing in a housing securely 
welded to frame. Metal surface plate 
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cannot warp and its gun-metal finished 
surface is level in all directions. Made in 
12”, 16”, 20”, 24” and 30” sizes. 


FLUORESCENT LAMP 


General Eleetrie Co., Nela Park, Cleve- 
land 12, Ohio, makes the 40-watt Rapid 
Start flourescent lamp for use with es- 
pecially designed ballasts and intended 
only for new lighting systems. They are 
being made in the standard cool white 
color and other colors are planned. The 








You can feel the difference, see the 
difference, sense the difference in the 
new WESTON BOND. A truly fine rag 
content letterhead paper... high in 
quality yet low in cost. Made by one 





WESTON BOND Envelopes are made with GRIP-QUIK instant sealing flap gum 


overall lighting cost of the improved 
lighting system is comparable with that 
of the 40-watt preheat-start system in 
general use today. In a Rapid Start sys- 
tem, all lamps controlled by one switch 
will light within about one second after 
being turned on. The lamps will not blink 
or flicker at any time throughout their 
lives. Because of the absence of starters, 
a Rapid Start system will be compara- 
tively easy to maintain. The lamps oper- 
ate in series, two on one ballast. Rapid 
Start lamps employ a complex, triple- 

















It must be important . os 
it’s written on WESTON BOND 


tll 


of America’s oldest and most famous 
papermaking families... Byron Weston 
Company, Dalton, Mass. Ask your print- 
er to use it or write for sample book. 








WESTON BOND Y 


~ Made by the Makers of OLD HAMPSHIRE BOND, BYRON WESTON CO. LINEN RECORD 
and a Complete Line of Papers for Business Records 


Address Dept. OF. 
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| starter, is comparable to 





aq reason 


There must be a reason why so many 
Secretaries and Typists who once try 
WRITEMASTER Typewriter Carbon Paper 
order it again and again. 
It may be 
the sharp, clear 
copies produced 
by WRITEMAS- 
TER’S all-rag, 
perfectly inked 
Typewriter Car- 
bon. It may be 
the ease of 
handling and the 
cleanliness of 
WRITEMASTER’S 
treated back. It 
may be the 
complete line of 
weights and finishes that satisfy every office 
requirement. 


_ Whatever it is, you will surely benefit by 
investigating the advantages. of WRITE- 
MASTER Typewriter Carbon Paper. 


Ask your Dealer or write to us for 
samples today. 


For the finest in typing— 
we suggest WRITEMASTER Ribbons 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 


28 Peerless Place, Newark 5, New Jersey 
N.Y. Office: 7, 321 B'way - Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St, River Rouge, Michigan 


| Rochester 9, N. Y., 





coiled cathode to conduct electricity 
from the wires to the gas. They have 
a water-repellent coating to insure re- 
liable starting under high-humidity con- 
ditions. The Rapid Start lamp lists at 
$1.10, as compared with $1 for the stand- 
ard preheat lamp and $1.10 for the in- 
stant-start lamp. Total light cost in the 
new system, because it eliminates the 
that of the 
preheat system and lower than the in- 
stant-start system. 


LABELING TAPE 
Labelon Tape Co., 450 Atlantie Ave., 
makes all-white 
Labelon which provides the greatest con- 


| trast against certain backgrounds and is 


preferred for a number of applications. 


Writing is made to appear on Labelon 


| Tape by the pressure of the writing in- 


strument. An ordinary lead pencil is 
satisfactory, although a stylus may be 
used. The writing in black on the 
white tape is beneath a transparent 
plastic layer and protected by this layer 
against smudges, dust, dirt, oil, water 
and chemicals. Labelon is unaffected 


| by temperatures between —40° and 160° 
| F. It is fadeless and provides a per- 
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manent label that can be stripped off 
one surface and re-applied to another 
without leaving a mark or losing its ad- 
hesive quality. Samples and literature 
from above address. 


CARBON-INTERLEAVED FORMS 


General Multi Forms Sales Co., P. O. 
Box 1094, Nashville, Tenn., makes the 
Snap-i-Sets line of rotary lithographed 
one-time carbon interleaved forms. Gen- 





eral’s manufacturing unit has installed 
the latest high-speed Webendorfer web 
press with collating machine that will 
assemble as many as eight parts in a 
single operation. Personnel has a back- 
ground of 46 years experience in print- 
ing and lithographing a complete line of 
business forms in the printing center of 
Nashville. General hopes to capitalize 
on the trend among stationers and office 
supply houses to this specialized business. 
Operating from the strategic Nashville 


* 








Six-percenter! 








Six cents saved in an airmail stamp is a better than 
average net profit on a dollar these days! ... This S-120 
saves real money in most offices, avoids a wasteful 
overpayment and eMbarrassing underpayment... and 


saves time in mailing, too. 


The precision-built automatic pendulum mechanism is 
fast-acting, very accurate. Chart graduations, a ful/ 
half-inch apart, leave no doubt of the exact postage! .. . 
There are also PB 10 Ib. and 70 Ib. scales for parcel post 
-.. Ask the nearest PB office to show you, or write for booklet. 


FREE: Handy wall chart of new Postal Rates for all classes of mail, complete 
with changes, and parcel post map showing zones for any locality. 


= PITNEY-BOWES 
Mailing Scales 
Sa PITNEY-BOWES, INC. 

3432 Pacific St., Stamford, Conn. 


Originators of the postage meter 
. offices in 93 cities 
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“DEALER'S CHOICE” 
BUILDING BUSINESS 


f ary 


GRAYTONE MODELS 


WITH DIRECT SUBTRACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999.99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 


| center they offer low net factory cost 
to dealers and low delivered price to 
customers in a major part of the coun- 
try. Dealer inquiries are invited for ex- 
| clusive territories. 


PORTABLE POSTING TRAY 
Posting Equipment Corp., 777 Hertel 
| Ave., Buffalo 7, N. Y., announces the 
| addition of a line of portable trays with 
or without hoods and locks. The Porta- 


Matie Tray comes in two models to ae- 


commodate ledger sheets and ecard stock. 
| 
| 


rrays for ledger sheets have drop sides. 


The model for card sizes have two fixed 
sides. The Porta-Matic with drop side 
is available in 12”, 14%,” and 18” lengths 
and seven widths from 5” to 11”. For 
card sizes the Porta-Matie is available in 
143%,” length and 5”, 6” and 714” widths. 
Posting Stands are available to hold 
one or more of the Porta-Matie Trays. 
Stands have 2%” rubber casters for easy 
movement. 


WASTEBASKET 

Franklin Metal Products Co., 1500-02 
S. Wabash Ave., Chicago 5, Ill., makes 
the 400 Wastepaper Basket with patent- 
ed 5-piece construction instead of a 9 
to 13 piece assembly, to eliminate 
spot welding weaknesses. Side edges 
are four thicknesses of metal equivalent 
to 14 gauge and three beads are em- 
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bossed on each edge for rigidity. Rubber 
feet and corners are part of panels and 
locked on for greater strength. 





top ledges are dent-resistant. 


safety from fire. Available in several 
color choices of baked enamel finish. 


TELEPHONE HOLDER 
Office Appliance Co., 159 New Mont- 
gomery St., San Francisco 5, Calif., an- 
nounce the Phonomatic telephone holder 


with which the receiver is automatically 
held to leave both hands free for work. | 


Made entirely of metal consisting of 
aluminum tubing with ball and swivel 
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Rolled 


Bottom | 
of basket is 2” off floor adding greater | 





The 


NA is 


BRINGING 
EXTRA PROFITS 
TO DEALERS! 


CASH REGISTER 


Dealers find a good market for the Indiana 
because it meets the needs of small business 
for a simple, low-cost Cash Register. Ideal for 
food stores, general stores, gift shops, laun- 
dries, filling stations and garages. 


The Autographic feature makes handling of 
over-the-counter sales fast and accurate. 
Gives an easy, quick and accurate cash con- 
trol as well as control over charge accounts. 


Entries made at time of transaction—all rec- 
ords kept confidential. Sales records can be 


| kept by departments or commodities. 


Check into the possibilities of the extra profits 


| with the INDIANA—write for dealer plan. 


PUDLANA onsSeeeeee, 


SHELBYVILLE, INDIANA 








perce rata nee 








LIGHTNING FAST! 
TIME 
COMPUTER 


amazing device gives 


figuring elapsed time. 
PERIOR hy far to machine 
calculators . . . will pay for 
itself many times over in 
accurac and time saved 
when figuring your FIRST 
payroll! Satisfaction guvar- 
anteed. $2.20 postpaid. Mail 
check or money order. 
FATTOR MANUFACTURING COMPANY 
1024 No. First St. St. Louis 2, Mo. 


Sraes PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 








ADDRESSING MACHINES 


STENCILS - Parts - Supplies 
AMERICAN ADDRESSING MACHINE CORP. 


510-518 SIXTH AVE. NEW YORK 11, N.Y 





beauti-rite DRYType Cleaner 


ally designed for type 


riter type and other office 
machines, Makes letters, car- 
bon copies, and stencils 
strikingly clear and sharp. 
Immaculately clear to use. 
Retails for $I. 
Distributors Wanted 


ee WEBER, Org. 
Box 2692, Lakewood 7, ©. 








joints for smooth, easy action. It has 
a flexible, free swinging arm, capable 
of holding the phone in any desired po- 
sition. It may be used while seated 
or standing, on the left or right side, 
or across the desk. The telephone is 
placed on Phonomatic’s specially con- 
structed base, designed for any style 
of phone. A phone arm automatically 
connects and disconnects the phone by 
a simple device on the end of the con- 
trol arm. Phonomatic is not attached 
to the phone and requires no installation. 
To answer the phone, pull the self-ad- 
justing receiver to you and it will auto- 
matically connect. When through talk- 
ing, push it away and it automatically 
disconnects. 


STAPLER 


Arrow Fastener Co., 1 Junius St., 
Brooklyn 12, N. Y., makes the Arrow P 
98 pocket-size stapler which requires only 
slight pressure to operate and fits the 
hand comfortably. Of durable all-steel 
construction with hardened steel work- 


ing parts and heavy chrome finish. The 
non-clogging mechanism assures smooth, 
uninterrupted stapling and allows only 
one staple at a time to be ejected. Quickly 
loaded with 100 S-98 staples. This stap- 
ler makes a flat clinch staple which saves 
filing space. For immediately delivery. 
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PAY-DEDUCTION COMPUTER 

E. P. Wilmer, Ine., 3044 Riverside 
Drive, Los Angeles 39, Calif., announce 
the re-designed Ayres wage tax com- 
puter, Caleuler-D; with direct reading on 


| 


| 
| 
| 
} 
i 
| 


a single line of accurate Social Secu- | 


rity and Withholding Tax deductions. 
Greater adjustability and better ap- 
pearance are permitted by the new 
hinged cylinder principle. The cylinder 
can now be lifted from’ the base, allow 
ing drums to be slipped in and out with- 
out readjustments. A turn of a finger- 
tip dial control rotates a drum within 
the clear cylinder to correct tax compu- 
tations for any salary classification no 
matter what the pay periods or depen- 





dents. Speed of computation is approxi- 
mately 50% faster than usual methods 
and it is reported errors are reduced 
about 75%. Color signals further speed 
the computer’s simple operation. Drums 
carrying the computing tables are more 
easily interchangeable for weekly, bi- 
weekly, monthly or semi-monthly pay 
periods, each of which can be used in 
a single computer. To prevent obso- 
lescence, Caleuler-D is designed so new 
rate charts may be easily affixed. Ad- 
justable to the working angle of the 
operator’s preferred eye-level, the instru- 
ment is compact and light in weight and 
made of strong, durable materials. 


CHECK DESIGN 

Todd Co., Dept. O, Rochester 3, N. Y., 
now offers business firms a service that 
has been available to banks for a num- 
ber of years. Any company desiring 
to improve the design of its checks in 
line with modern trends toward en- 
hanced advertising effectiveness may sub- 
mit samples of its present checks to 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


CARBON COMPANY 
ENERAL OFFICES e SKOKIE, ILL. 
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saitcetieccise TR 






































@ Your office becomes quieter 
when Kil-Klatter pads go to 
work for you. Distracting type- 
writer noises disappear. . 
office efficiency goes up. Result: 
fewer typing errors, fewer cleri- 
cal mistakes. 


@ Absorbs the shock and deadens the 
sound of typing. 


@ Made from genuine OZITE felt, with 
dent-proof top and skid-proof bottom, 


@ Fits all typewriters and other office 
machines too. 


$]25 
at your stationer or office supply dealer 
The answer to a quieter office may 
be under your typewriters” 


AMERICAN HAIR & FELT CO. 


Dept. 727, Merchandise Mart, Chicago 54, Ill. 


KIL-KLATTER 


VV SS SAAAA NN 


THE SCIENTIFIC TYPEWRITER PAD 





Todd. Recommendations in the form 


of new sketches are made by the com- 
pany’s check design experts. 


SPIRIT DUPLICATOR 
Duplicopy Co., 224 W. Illinois St., Chi- 


| eago 10, Ill., announces the Model A-44 


Duplicopy Liquid Duplicator equipped 


| with a patented, simple operating, auto- 
| matie feeding device which assures up to 
| 125 copies per minute. 
| stantly adjustable, paper guides position 
| the paper square with the feeding rollers 


The patented, in- 


to prevent feeding crooked sheets, paper 
wrinkling, underruns and wasted time 


and materials. Other features include 
Duplicopy’s foolproof Magic Fluid Flow, 
simple right hand turn operation, finger 


| flip pressure control for light or dark 
| copies 


and a choice of two finishes, 
Sahara Topaz or Sapphire Gray. The 


| Model A-44 produces dry, face-up copies 


of anything typed, printed, written or 


| drawn, in one to five colors, in one opera- 


tion, from 2” x 2” to 9” x 14” in size. 


| Each machine is preassembled at the fac- 
| tory, packed one to a strong compact 
| carton with a shipping weight of 28 Ibs. 
| Suggested retail price, $169.50. 


ITEM COUNTER 
Mast Development Co., 2212 East 12th 
St., Davenport, Iowa, makes the Dot 
Counter in the form of a mechanical pen- 
cil 7%” long and %” in diameter, 
weighing 3 ozs. Each time the stylus 
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* In business, 


“DOODLES” 





are unobserved Few businessmen are aware of the amount of 
WASTE “doodling” that exists in transcribing the many forms 
MOTIONS... required to do business today. Asa consequence of this 
needless extra doodling’, annual reports refiect increased 
manipulation of production costs and less earnings. 


hands and equip- 
mentin record 





: York, Chicago, 
Branches: New C. and other princip 


Raleigh, N. 


Without obligation, 
Hae ed folder,” 
WON STUDY IN 


MAIL COUPON TODAY ie J TIGHTS,” showing 


OR FREE C sa doodles” — save im; 
FOR FREE COPY OF a “doos 


“MOTION STUDY IN LIGHTS” 3 REDE 
® FORMS. 


Considerable savings in time and money can be affected 
with American Lithofold Planned Business Forms. Planned to 
fit your individual needs, they eliminate costly ‘doodles, 
_ make all working time more productive, speed distribution 
and afford greater control. See for yourself how "Planned 
Business Forms''can do these things for you. 


Detroit, Washington, 
al cities. 


E the on Company Name 





Address 
City _— 
Signature 

Copyright 1952 Americon 











The Finest Machine 
of its kind for 
FLYING INSECT CONTROL 


Here is a new, quick selling, high profit unit 
that offers distributors and dealers a chance 
to increase their sales volume immediately. 
The Insecticider fills a definite need in offices 
everywhere—killing flies and flying insects 
without mess or bother—without sprayers, 
dusters or costly equipment—quietly, efficient- 
ly and economically. Costs only pennies a 
month to operate. 


The Insecticider is 


made by Columbia 

Chemical; long-time 

leaders in the vaporizer field—makers of the 
famous line of Glyco-Masters. The Insecticider 
is of durable steel construction for long, 
trouble-free service—made to conform with 
State and Federal requirements. It vaporizes 
Columbia's Coldane (Lindane) which is harm- 
less to humans, pets and other warm-blooded 
animals, but death on flies and flying insects. 


Write today for complete information about this 
excellent sales opportunity. 


COLUMBIA CHEMICAL CO. Inc. 


154 E. Erie Street Dept. O Chicago 11, Ill. 
Columbia—"'The Gem Of The Glycol Vaporizers" 
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point is depressed (1-lb. pressure) %”, 
it registers on a counter which is read 
through a plastic magnifying window. 
The 3-digit counter can be reset three 
ways: integers only, integers and tens, 
entire dial. Designed for the Air Force, 
the Dot Counter is suitable for counting 
items of any nature appearing on paper 
or other materials which the user can 
touch with the point. Literature from 
above address. 


TYPEWRITER PADS 


L. M. Bickett Co., 610 First St., 
Watertown, Wis., makes Typewriter Pads 
of specially compounded rubber that 
will not pack under weight. The pad has 
a myriad of holding ‘‘fingers’’ that se- 


eure the machine to the desk. Made in 
four sizes for all types of office ma- 
chines, pads are slip-proof, noise-absor- 
bent and easily cleaned. Designed for 
just one job: to eliminate slippage with- 
out causing mis-spacing. Literature from 
ahove address. 


UTILITY CABINET 
Vanguard Engineering & Mfg. Co., 
53 W. Jackson Blvd., Chicago 4, IIL, 
makes a steel Utility Cabinet divided 
by a shelf. The flush door is fitted 
with a Yale lock and cabinet is 18” 
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wide, 12” deep and 30” high, constructed | 
of sturdy furniture gauge steel through- | 


out with rounded corners to prevent snag- 


ning of clothes. 
brass. 


Door pull is made of 
Finished in permanent baked- 
on enamel, the stand is available in of- 
fice gray or green. 


MARKING MACHINES 
Ajax Time Stamp Co., 368 Broadway, 
New York 13, N. Y., manufacturers of 
marking machines since 1919, offers their 


Sm ey 


catalog free 
Ajax specializes in equipment to time, 
date and/or number business papers as- 
suring permanent and positive records 


complete upon request. 
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Cut Mailing Costs 


MASTER ADDRESSER 


MODEL 40 
$4450 
(Plus Fed. tax and supplies) 


Address envelopes, cards, circulars at a 
new low cost. Master tape easily pre- 
pared on your own typewriter. High 
quality, ROLLER MOISTENED prints 
—CONTROLLED fluid flow—VARI- 
ABLE margin guide—AUTOMATIC 
tape advancement. 


NEW Master Portable 


SPIRIT 


Duplicator 








$350 


Complete 


with Supplies COVER FORMS 


CARRYING CASE 
Low cost, quality-built, SPIRIT DU PLI- 
CATOR always ready to reproduce 
HIGH QUALITY PRINTS of anything 
you can type, write or draw. ROLLER 
MOISTENED impression sheets— 
prints from 1 to 5 colors at once. 

At Office Supply Dealers, or write 


fitter rhddecwee C2 


6500-0 West Lake Street, Minneapolis 16, Minn. 
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SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


IN USE For fast hand-sorting of cards, 
checks, letters, invoices, orders, 
business forms or public docu- 
ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
oo circulars. 

Yar'n Aivors Weed —- Representatives everywhere. 


Associated Industrial Designers 


P.O. Box 12652, Los Angeles 39, California 
Plant: 1248 East Sixth Street 











COTTERMAN 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the tadder 
to be rolled freely when no one 
is on it. When you step on 
the ladder the rubber cush- 
oned tegs rest on the floor 
aud prevent rolling. Made in 
7 heights—2 widths. 
Send for Circular 51-0 and 


prices. 

1. D. COTTERMAN, Mfr. 

4535 N. Ravenswood! Ave. 
Chicago. 40. tI 

















Genine Lora elfenhoads 


FREE PROOFS 
FREE DIE 


JUST MAIL US YOUR 
LETTERHEAD. PROOF MAIL- 
ED WITHIN 5 DAYS. NO OBLIGATION, 


JJewberry Engraving Co. 
801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 


Largest Engraver of f e Stationery 


SECURITY 
BRAND 
Complete Line 
DE LUXE 
Canvas & 
Leather 
Mail Bags for 


your select g 
clientele. x 
Send for 


circular. : 
Can-Pro Corp. 4 
P.O. Boxs [| 
Fond duLac 
Wis, 


— 


on such things as mail, invoices, bills, 
legal documents, bank pass books, ledger 
cards, insurance policies, ete. Machines 


available in manual and automatie mod- 
els and can be adapted for excellent re- 
sults with carbonized forms. 


UTILITY CABINET 


Dolin Metal Products, Ine., 315 Lex- 
ington Ave., Brooklyn 16, N. Y., makes 
the all-purpose No. 4210 Utility Cabinet, 
an all-steel, electrically welded, counter 
high unit with two locking drawers each 
measuring 12” x 1614” x 4”. The ecab- 
inet has two adjustable shelves and 
a two-way paracentric locking device on 
doors. Overall dimensions are 42” high, 








OFFICE 
MACHINES 


DRY CLEAN 


Nylon 
Bristies 


Plastic 
Handles 


Use STENO-KIT 


© Typemaster Type Brush 
@ Handimaster Dusting Brush 


@ Stenomaster Eraser (with brush) 


Call your stationer or write Dept. O 








Grushmakerds, Tuc. 


529 So. 7th St. « 


Minneapolis 15, Minn. 
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QOpicina-QC)ouner 


HANDY CALCULATORS 


“The machine to count on” 


The following example shows 
simplicity and speed of opera- 
tion. 


30” wide, 18” deep; in green or gray ONLY ONE SETTING NECESSARY 


baked enamel finish. Suggested list Simply set levers at “68” and 
ice is $44.95. ; 

cats tecteaameen calculate the answer in 25 sec- 

onds without setting any other 

figures. 


68 units @ $1.75 $119.00 
15% discount 


101.15 
Less 24%2% for cash ... 2.53 


$ 98.62 


Compare the advantages of this 
sturdy, low-cost, portable and 
efficient calculator with any ma- 
chines in the field. Why pay 


more? 


Write for Bulletin QO-73 


FACTORY GUARANTE 


The Liquid Process Duplicator 


plus federal 
excise tax 


210 FIFTH AVE., NEW YORK 10, N. Y. 


SOLE OISTRIBUTORS FOR U.S. a. 








ABH BOOLEAN RIE 


ccna 


Prints on Postcards - 
Shipping Tags - Labels 


Boxes ¢ Cartons ¢ Packages 
ALSO FORMS, BULLETINS, MENUS, LETTERS 


ULTISTAMP 


Manufadtaretl only by the Multistamp Co., Norfolk, Va. 
THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 
@A “rubberless” stamp in one minute for 2c 
e@ Type, write, draw, trace on low-cost stencil 
@ 1000 or more copies from 1 stencil... one inking 
@ Non-mechanical . . . made of non-corrosive metal 
@ Replaceable ink pads 
© 8 Complete Outfits . . . $9.50 to $99.50 


POPULAR No. 3—POSTCARD AND LARGE TAG SIZE 
Durable case includes 12 stencils, 

ink, ink brush, stylus pen, writing $] g50 
board, type cleaner, correction { 

varnish, ustrated ,instructions. poy id 


At Your Office or Shipping Room Supply Dealer 








EX PORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


119 LAFAYETTE STREET 
NEW YORK 13, N. Y. 
Cables: ““ERGIBIAN.”’ Telephone: REctor 2-6589 








National Conference 
& Exhibit Calendar 


National Secretaries Assn., Shoreham 
Hotel, Washington, D. C., July 24-26, 

Chicago Stationery Show, Palmer House, 
Aug. 10-13. 

National Business Forms Associates, 
Cavalier Hotel, Virginia Beach, Sept. 
10-14. 

Life Office Management Assn., Chal- 
fonte-Haddon Hall, Atlantie City, 
Sept. 22-24. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Oct. 4-9. 

Controllers Institute, Book-Cadillaec & 
Statler Hotels, Detroit, Oct. 5-8. 

American . Institute of Accountants, 
Shamrock’ Hotel, Houston, Oct. 6-9. 

Institute of Internal Auditors, Chase 
Hotel, St. Louis, Oct. 19-21. 

National Institute of Governmental Pur- 
chasing, Edgewater Beach Hotel, Chi- 
cago, Oct. 19-22. 

Systems & Procedures Assn. of America, 
Roosevelt Hotel, New York, Oct. 20-22. 

National Business Show, Grand Central 
Palace, New York, Oct. 20-25. 

National Assn. of Bank Auditors & Con- 
trollers, Schroeder Hotel, Milwaukee, 
Oct. 27-30. 

American Society for Personal Adminis- 
tration, Pfister Hotel, Milwaukee, Nov. 
20-21. 

National Business Teachers Assn., Con- 
gress Hotel, Chicago, Dee. 28-30. 


4 PROBLEMS 
SOLVED ——_ 

]. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 oenogs J oe. 


Room 
New York 16 
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Office Work in Israel 


(Continued from page 56) 


on these lists, the statistics department 
of the Ministry of the Interior mailed 
punched cards to eligible voters. Into 
tabulators were fed cards showing 
voters’ identity number, polling station 
number, name, address and city. In 34 
of a second, one machine printed 70 
cards. In an hour, another produced 
the lists for three to four voting dis- 
tricts of about 800 voters each. There 
are about 1,600 such districts. One ma- 
chine was adjusted incorrectly and _ it 
substracted years and decades from 
voters’ ages. The head of the Central 
Elections Committee, born in 1895, was 
listed as being 22. The error was over- 
come by ignoring age items on identity 
cards. 

Other users of business machines in- 
clude several dozen commercial repro- 
duction services. They merely require 
a wide carriage typewriter (standard or 
portable), a rare telephone, some hard- 
to-get mimeograph paper, a stencil du- 
plicator, styli, stencils, officespace and 
a shingle. Publie hire services in these 
small offices include writing, typing, re- 
producing and/or translating letters 
chiefly in English and Hebrew as well 
as countless other languages. General 
announcements, bank statements, pub- 
licity releases and publications are re- 





Are Your aia Tabs : 


Unbreakable spring Jaws 
clamp them firmly to cards but 
permit removal or rearrangement. 


Large openings covered by trans- 
parent pyroxylin, white, blue, green, yellow, pink, or red. 


insertable labels in perforated strips for typing. 
2 Sizes, 1” wide and 2”. Tops straight or bent back. 


Solid by leading stationers, U. S. and foreign, or sent 
ppd. to responsible firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
31,000 used by Conn. State Empl. Service 
CHAS. C. SMITH, Mfr., Box 740, EXETER, NEB. 
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PROSPECT PROSPECT 
































We have a “Johnny” in our or- 


ganization . . . and as you would ex- 


pect, he is always anxious to talk to 


prospects. 


But we want to tell you why he is 
respectfully called ‘Johnny-On-The- 
Spot" ... you see, he is the skilled 
individual who heads our “Spot Car- 


bonizing" division! 


And by the way, we honestly believe 
it would pay all Business forms manu- 
facturers and printers to get to know 
our "Johnny" so that he can 
tell you all the facts about our Hot 
Wax Spotting process! It's an inter- 


esting quality and price story! 


General Offices & Plant 


U. S. TYPEWRITER RIBBON MFG. CO. 
621-623 CHERRY STREET 
PHILA. 6, PENNA 
Established 1595 








STATEMENT 
6.¢.0 esssoaasvee 


Modern ee aeTy A 
308 EBth St, Cincinnati 2 





FIBRE 
ADDRESSING 
MACHINE 
STENCILS 


ALSO 
FACILITIES FOR 
CUTTING, ADDRESSING 
AND MAINTAINING YOUR 
LISTS AT REASONABLE PRICES. 
ADDRESS-O-RITE 
STENCIL & MACHINE CO., INC. 


64-74 W. 23rd St., New York 10, N. Y. 
OR. 5-3240 





AUTOCOPY 
Cleansing Cream 


Hectograph, mimeo and dupli- 
cator ink stains removed in 30 
seconds! Pleasant, effec- 
tive! Kind to hands; won't 
injure nail polish. Avail- 
able in 6 oz. tubes, '/2 |b. 
jars, | Ib. cans or jars. 
ealers write for com- 
plete catalog! 


AUTOCOPY, INCORPORATED 


466 West Superior, Chicago 10, — 
18 West 18 Street, New York 11, 








ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Frenklia St., New York 13, N. Y. 
* Res. U.S. Pat. Of. 














produced by these offices quicker and 
cheaper than by printers. About a 
dozen copies of a judge’s decision are 
needed and since these are not legal un- 
less in the judge’s handwriting, script- 
written stencils are cut to save his honor 
from writer’s cramp. Weekly and monthly 
newspapers are duplicated for kibbutzim 
(communal agricultural settlements) 
which abound throughout the country 
only a short distance from the big cities 
yet close to threatening Arab frontiers. 

The American Kibbutz Sasa uses a 
converted Arab stone house as its office 
in the Galilean Hills near the Lebanese 
border in northern Israel. A typewriter, 
a stapler, a file cabinet, record books 
and an empty 5-gallon cooking oilean 
as a wastepaper basket round out the 
physical equipment of this office. Since 
there is no telephone or telegraph, a 
Jeep, a bus and a truck double for 
transportation and communication. 
Nearest telephone is two long low hills 
away in the British-built concrete pill- 
box now serving as an Israel police out- 
post. 

Typical of many communal settle- 
ments, a record card at Sasa is kept for 
each project. The garage and _ the 
orchards, for example, are income 
makers. Food, clothing and gasoline 
are expenses. Products neatly are 
debited or credited in the economy of 
survival and growth of this agricultural 
world which records its operations on 
paper. Like many of its heavy supplies, 


A Remington Rand bookkeeping machine in 
an Israeli office. 
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how do YOU collate! 


Are the scenes at the left 
familiar? 


One girl at the Thomas Colla- 
tor pictured can match the 
production of as many as four 

girls ‘‘gathering™ manually. 


lf this saving interests you, 
please write us for brochure 
"0-4" and the full story. 


Thomas il ieel 


specialists in paper gathering 
30 Church Street « New York 7 « Digby 9-2270 





arco Compare the points!** 


Unretouched photographs** show 


Apsco’s amazing sharpening superi- 
oomano’a _ority. Compare the points and see for 
yourself why it pays to buy Apsco. 


New Dexter No. 3! 
Ruggedly constructed for long life. 
Has double bearing steel frame sup- 
porting cutter head at both ends. 
Centering turret for all sizes of wood 
case pencils, crayons. Mounts in any 
position. 








Buy on performance 
Your pencil sharpener dollars buy 
MORE when you specify Apsco. 
There's an Apsco sharpener for every 


: AT need of office, home or school. See 
enpertted Gehememny Cente Rane your Apsco dealer, or write for liter- 


Apsco gives you2%2 = crane 
H H eee 
times as many points! —_ 


Exh ive tests by independent laborotories* prove that AUTOMATIC PENCIL SHARPENER CO. Dep. v 
pencil peners . 336 NO. FOOTHILL ROAD, BEVERLY HILLS, CALIFORNIA 
ry chen 2% ere your best buy. “7 here's whys (Offices also in Rockford, Ill, and Toronto, Canada) 
‘ aeons ye nn a 4 preee ay Please send literature and name of nearest Apsco dealer, 
* Apsco sharpens a perfect point every time! Nome. 
¢ Apsco soves up to 70% of cutter replacement costs! Compeny 
Apsco gives you all these plus advantages at no extra cost! Address 
*United States Testing Co, Test Nes. 89388 and B-756; Y 
** Pittsburgh Toting Laboratory, Pile Ne. 32999.1 
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ACCOUNTING, 


. BILLING, 
Clock-Movement ears 
rime stomp gee SN gasooxneePn 


& ANALYSIS 


oe 


Hand Set +. MACHINES 


Style H 


Dorson Jr. 


Key Set 
Style K 


A handsome clock with etched black and 
silver dial . . . 40 hour jeweled-balance 


We furnish all special features and rebuild 
movement . . . plate-glass crystal. 


the machines you order to your direct speci- 
Dates easily changed by a simple turn fications. All machines unconditionally guar- 
of a wheel. anteed. Inquiries invited. 

Patented Spring Base keeps the rubber WE ARE ALSO BUYERS OF ALL MAKES 


printing surface off the ink pad when OF OFFICE ACCOUNTING MACHINES 
the stamp is not being used. 


THREE QUARTERS OF A CENTURY’S SERVICE 


Accounting Machine Export Corp. 


WM. A. FORCE 434 BROADWAY, NEW YORK 13.N.Y. 


& COMPANY, INCORPORATED 
64 WHITE STREET NEW YORK I13,N Y Y 





TL 
Mail Order Today 





SHIPPED 
_—_——— FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60” 


=<. : 
PATENT NO 1610368. Other Patents Pending. Withelin Pyeusicke 
: | LTR G. 
SCOTT-RICE COMPANY BERLIN SW68 US-SEKTOR 


610 S. Main Tulsa 3, Okla. ee Gece stall 
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such as animal feed and oils, its various 
office supplies and equipment are 
bought through a special cooperative 
purchasing agency with headquarters, 
which also serve other similar settle- 
ments, in Tel Aviv. 

In the cities, working conditions are 
adapted to the eclimatie needs of this 
sub-tropical country. From November 
through April the land is lulled by cool, 
cold and usually mild rainy season 
weather. During these months most of- 
fices remain open during early morn- 
ing and late evening hours. Last March 
all government offices were put on a 47- 
hour work week, trom 7:30 a.m. to 1 
p.m., and from 1:30 p.m. to 4:15 p.m., 
from Sunday to Thursday, and from 
7:30a.m. to 1:15 p.m. on Friday. Pri- 
vate business offices have other hours, 
such as a Haifa oil refinery open from 
7 a.m. to 12:30 p.m. and 1:30 p.m. to 4 
p.m. in winter, and 6:45 a.m. to 11:30 
am. and 12:30 to 3 p.m. in summer. 
Other offices give employees a two-hour 
lunch but remain open until 6:30 or 


7 p.m. 

Sometimes the unbearable dry, hot 
summer wind (chamsim) blows in from 
the desert, causing offices to shut down. 
Newcomers to Israel are confused be- 
cause practically every business and 
many torms of transportation come to a 
standstill on Saturday, which Israelis 
interpret as the seventh day when ihe 
Lord rested. Friday usuaily is a half io 
three-quarier day, since the Sabbath 
begins at sundown. Business is open as 
usual all day Sunday. 

Informality and casualness set the 
tone of oftices. A receptionist or secre- 
tary will direct you to see Mr. Executive 
without much fuss or fanfare. (Some- 
times she wears slacks; sometimes she’s 
a sweater girl; sometimes she wears a 
dress.) If you’ve made an appointment, 
you’re expected. Usually you're directed 
to the right office, often you’re mis- 
directed because offices are reshuffled to 
accommodate more workers of expand- 
ing businesses. 

(Continued on page 126) 


USE THIS ALL PURPOSE RIBBON FOR ALL TYPING! 


Why change back and forth? RepliRIBBON gives perfect typing results for both ordinary 
letters and offset masters! Does not contain grease or carbon black and allows free ink flow 
throughout threads of ribbon. Won't dry out on shelf or in machine! THIS ALL ADDS UP 
TO A LIFE TWO TO THREE TIMES AS LONG 

AS ORDINARY OFFSET RIBBON! 


VA SIR 


Wyong oS Sen Standard $1.25 


REPLIC 
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PRODUCTS CORPORATION 


Manufacturers of Offset Duplicating Supplies 


Send for your trial RepliRIBBON TODAY. 


IBM $1.50 
DEALERS’ INQUIRIES INVITED 


154 NASSAU STREET 
NEW YORK 38, N. Y. 








ial 


soe nani se pete SAMIR DPIC 


~ Of the Office 





IASA Officers 


The Insurance 
Accounting & Sta- 
tistical Assn. elect- 
ed the following of- 
ficers at its annual 
conference: Dudley 
M. Pruitt, General 
Accident Fire & 
Life Assurance Co., 
Philadelphia, presi- 
dent; Joseph 
Hughes, Pan Amer- 
insurance Co., New Orleans, 
life president; Ed Brandt, Auto- 
Owners Insurance Co., Lansing, Mich., 
casuality vice president; A. H. Benson, 
Lumbermens Mutual Insurance  Co., 
Mansfield, Ohio, fire vice president; Rob- 
ert B. Savage, Wisconsin National Life 
Insurance Oshkosh, accident-health 
vice president; L. J. Hale, Kansas City 
Life Insurance Co., Mo., secretary-treas- 
urer 


Dudley’ M. Pruitt 


Life 
vice 


ican 


Co., 


AAR Vice President 


Arthur R. Seder, vice president, Chi- 
eago & North Western Railway System, 
was elected vice president in charge of 
the Finance, Accounting, Taxation and 
Valuation Dept. of the Assn. of Ameri- 
ean Railroads, it was announced by Wil- 
liam TT. Faricy, AAR president. Mr. 
Seder succeeds Edward H. Bunnell who 
retired in February under the AAR pen- 
sion plan after 52 years of railroad ser- 
vice. 


Insurance Purchasing Agents 


Felix A. Tangarone, purchasing agent, 
Phoenix Mutual Life Insurance Co., 
Hartford, Conn,, was named president of 
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the Assn. of Insurance Company Buyers 
at the group’s annual meeting at Stur- 
bridge, Mass. Other officers elected were: 
William A. Mackenzie, State Mutual 
Life Insurance Co., Worcester, vice presi- 
dent; Howard H. Becker, Life Insurance 
Agency Management Assn., Hartford, 
treasurer; and Richard Alger, Employers 
Liability Assurance Group, Boston, sec- 
retary. Organized in 1933, the association 
has over 50 members who handle the pur- 
chasing for 35 New England insurance 
companies. 


N. Y. Records Group Elects 


Records Management Assn. of New 
York elected the following officers for 
1952-53: Beatrice G. Roach, Equitable 
Life Assurance Society of U. S., presi- 
dent; H. Rosamond Hartshorn, General 
Motors Overseas Operations, Ist vice 
president; Charlotte L. Willuschat, Un- 
derwood Corp., 2nd vice president; Dor- 
othy Dewey, Creole Petroleum Corp., re- 
cording secretary; Nell Francesca Bram- 
man, Marine Office of America, corres- 
ponding secretary; Jean Collins, Na- 
tional Broadcasting Co., treasurer. 


NABAC Convention Chairmen 


John E. Bailey, First Wisconsin Na- 
tional Bank, and general convention 
chairman of the National Assn. of 
Bank Auditors & Controllers, an- 
nounced the following committee chair- 
men for the annual convention in Mil- 
waukee, Oct. 27-30: C. Harold Nicolaus, 
arrangements; Darrell R. Cochard, ed- 
ucational display; Harvey O. Kneser, en- 
tertainment; Al. J. Mayer, finance; 
Robert A. Duffy, reservations; Stanley 
E. Bennett, program; Arthur R. Lemm, 
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What, sir? It won't cost 
us anything to redesign our 
out-of-date forms ? 


BOSS: Not a cent. We'll 
send for the Hammermill 
Form Designing Packet. 
Itcontains everything we 
need to do the job right! 


Contains 6 tools to help you design office 
forms that are exactly right. They are: 

1. Form Designing Kit. Useful helps for easy 
layout and design of printed forms. 

2. How to Design a Business Form. Idea 
book with 26-point check list. 

3. Hammermil| Form Layout Rule. Carries 
standard inch, printer’s pica, plus elite and 
pica typewriter scales. 

4. Hammermill Ledger Sample Book. 

5. Hammermill Bond Sample Book. 

6. Manual of Paper Information. Lists all 
Hammermill papers being made today. 


You can obtain business printing on Hammermill 
papers wherever you see this shield on a printer's 
window. Let the Guild sign be your guide to print- 


ing satisfaction. 


Hammermill Paper Comes ny 


1463 East Lake Road, Erie 6, Pennsylvania | 
Please send me—FREE—the HAMMER- 
MILL Form Designing Packet. I 
Name 

als taka dina 6h eck 

(Please attach to, or write on, your business | 
letterhead.) 











“What a deal! Two desk 
dispensers for the price of one!” 


SPECIAL OFFER! Your stationer is 


featuring a real combination deal for a limited 
time ...12 rolls of “Scotch” cellophane tape in 
the economical 1296” size, plus two handsome 
weighted Desk Dispensers that anchor the tape 
for fast, one-hand operation. Both dispensers 
are included in the deal for the price of only one! 

See your stationer today...tell him you 
want Deal “‘S’’. It’s a real opportunity to equip 
every desk in your office with a time-saving, 
work-saving Desk Dispenser and ‘“‘Scotch”’ cello- 
phane tape! 
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‘The term “Scotch” and the oleid design are registered trade lor the 
more aan 100 preasure-sensitive adhesive tapes made in U S.A by ‘Minnesota 
Mining & Mfg C ‘o., St. Paul 6, Minn.—aleo makers of * Seund Re- 

“Undersea!” Ru bberised vg 


“Scotchinee’* Reflective 
-Walk” Non-sli a 


<y Abrasives, “3M" Ad- 
hea E. aa ty fg. C . , International Division, 
270 satay Asean, New York 17, N n Canadg: Minneapta Mining & Mfg. 
of Canada, Ltd., London, Canada. 
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Vice presidents 
elected by Office 
Management Assn. 
of New York: |. to 
r., Alwyn W. Ogden, 
Universal Atlas Ce- 
ment Co., programs 
and meetings; Leta 
J. Stroben, Globe- 
Wernicke Co., pub- 
lic relations; Fred 
R. Jones, General 
Foods Corp., re- 
search and study; A. 
T. Ruf, Ebasco Ser- 
vices, Inc., member- 
ship. 


publicity; John C. DeMaster, reception; who stated that, ‘‘The government will 
George W. Weger, registration; Elmer no longer write its own specifications for 
L. Finger, transportation; Elmer P. such articles of common use as chairs, 
Hartmann, ladies committee. pencils and photographie equipment but 
d will accept the standards of qualified 
U.S. Buying Standards manufacturers.’’ He hailed this as a 
The government’s new policy of using complete reversal in attitude by federal 
private industry standards in its pur- agencies. Mr. Jolly’s message was read 
chasing was praised by Thomas D. Jolly, to a conference of American Standards 
president, Aluminum Co. of America, Assn. 





© SICHER NICHT! 
(Certainly not!) From Wilhelm Tell to Zurich 
belle, every Swiss will spot a good bet yards 
away! Best eraser bet— Weldon Roberts. 
Jawohl! They correct’ mistakes in any lan- 
guage! Like the never-miss Swiss, you can’t 
miss either, when you ask your stationer for 
these world’s foremost erasers. 


121 ELLIPTIC. Soft, gray eraser in handy elliptical shape 
for pencil and ink erasures on all types of work: typing, 
accounting, drafting, handwriting. 


WELDON ROBERTS RUBBER CO. 
World's Foremost Eraser Specialists 
6th Ave. & No. 13th St. Newark 7, N. J. 
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TYPE CLEANING MADE EASIER 


with the amazing 


Typists ond business 
machine operators wont 
*Norte Plostic Type Cleoner 
—i's easy to wse—no mens 
— no liquids to spill 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent ypon request write to 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 


“SLIP-ON’’ LABEL HOLDER 





SO-I For |"' Ring Books, 25c ea. 
$0-2 For 2" a Books, 35c ea. 
$O-1% For 1¥2"' Ring Books, 30c ea. 
OFFICE PRODUCTS, INC. 


9925 Freeland, Detroit 27, Mich. 
On Stationery Counters Everywhere 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 


Write for O Catal 
UT eaaliemamneeber e117 | (|| 


|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


ONE-TIME CARBON 
INTERLEAVED FORMS 


2 to 8 Parts 
Increase 
With the installation of newest 
type rotary lithograph equipment, we offer 
you fast, low-cost, highest quality work. 
Easy to understand price list. Write for 
information about large discounts, exclusive 
territory. General Multi Forms Sales Co., 
P. O. Box 1094, Nashville, Tenn. 


Dealers 
i-Sets.” 


Profits by selling “Snap- 
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Office Work in Israel 


(Continued from page 121) 


Once inside Mr. Executive’s office, he 
may greet you in his shirtsleeves, as 
even Israel’s Prime Minister David Ben 
Gurion works in open-neck shirt. This 
usually is the case during the hot sum- 
mer months when many white collar 
workers wear sport shirts. During cooler 
months many men wear business suits 
with light sweaters and colored shirts, 
since white shirts are worn rarely. 

During office hours Israelis take time 
out to sip tea, a custom partly inherited 
from the British and partly from Rus- 
sian Jews accustomed to drinking tea 
from glasses. Tea customarily is served 
at least twice daily in offices, delivered 
by office boys and girls, elderly Israelis 
or old ladies. Invariably tea is served 
in glasses on go-carts, large flat trays 
or several layers of trays attached to a 
single pole by which they are carried. 
Visitors join executives and office per- 
sonnel in having a glass of “warms.” 
Both tea and sugar are rationed and 
visitors do well to bring their own 
sugar. If they go to several offices of 
a morning, they may be invited to have 
as many cups of tea. Office workers non- 
chalantly eat a sandwich or peel an 
orange while on the job, particularly 
during the spring citrus harvest season. 

Vacations average two weeks a year, 
ealled “fortnightly” after the British. 
Certain dislocation of office procedure 
results when employees must serve an 
enforced vacation in the armed service. 
Males and females, unless exempted for 
religious reasons, must serve a basic 2- 
year military service. Thereafter each 
is mustered into a citizen army for one 
month of duty each year. 

Some offices are using methods ecar- 
ried over from the days of British Man- 
date. Others practice meticulous Ger- 
man ways, brought by refugees from 
Hitler’s heel. There is the Israelis’ own 
eclectic approach which takes a piece 
from here and a piece from there. There 
even is an American way which partially 
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depends on solid experience backed by 
good office equipment and supplies. 
Some Israelis say, “Our approach is 
mainly British and our equipment is 
mainly American—with gaps and short- 
ages.”’ Despite shortage of equipment and 
supplies, and absence of Americans 
trained to work with these produects— 
the Israelis sometimes cannot under- 
stand why the magic of American ef- 
ficiency does not work so well in their 
land. 

Israelis are given to self-criticism to 
improve themselves and their struggling 
country. Recently, in the continuing re- 
finement of office efficiency, the Civil 
Service Commissioner issued a 75-page 
report. It concerned more than 29,000 
civil servants, including policemen but 
excluding schoolteachers who are em- 
ployed locally. While these eivil ser- 
vants serve their country, they are 
caught in the clutches of rising living ex- 
penses and low seales of pay. 

Criticisms blanketing some of these 
government workers concern their “lack 
of efficiency and manners in dealing with 
the public” and their great concern with 
“red tape.” In the issue of February 
8, 1952, The Jerusalem Post story about 
the Civil Service Commission read: 
“It must be admitted that the efficiency 
of several branches has not increased 
but has actually decreased. Factors lead- 
ing to inefficiency were: The severe 
shortage of office space, especially in 
district and local branches; the lack of 
a clear dividing line of authority be- 
tween branches; the concentration of 
authority in the hands of ministers, 
director generals, and a lack of readi- 
ness on their part to delegate their au- 
thority; the transfer of part of the gov- 
ernment to Jerusalem, leaving sections 
in Tel Aviv (causing the public to chase 
back and forth between these two 
cities); the promotion of officials not on 
the basis of their qualifications but on 
‘other qualifications.’ ” 


Educational and other training facili- 
ties are being expanded to keep pace 
with the need for trained personnel by 
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NEV-R-KURL 


CARBON PAPER 


As enthusiastic users’ and 
dealers’ reports continue to 
come in, we want to tell 
more people about NEV-R- 
KURL carbon papers and 
get you to try them. We 
know it cuts costs, is strong, 
has universal use and al- 
ways lies flat, but we want 
you to try it and see for 
yourself, Dealers will find 
NEV-R-KURL moves fast. 


For more information, clip 
this ad, and attached to 
your letterhead, send to: 


PHILLIPS 


sTemeter 











VALET 78 RACKS 


LOCKERETTE 


—COMBINES THE BEST 
FEATURES OF BOTH 
LOCKERS AND COAT RACKS 


=— 


| — 
= => 
S— 


Wraps are exposed to air 
and light. Employees do not face the 
weather in damp wraps that have been 
crumpled in dark lockers—do not eat soggy 
lunches, soaked by wet hats or gloves. Each 
person has his own spaced coat hanger, ven- 
tilated hat shelf and 12" x 12" x 15" deep 
lock box for lunches, tools and personal 
effects. 


Lockerettes save space too... the No. 6-12 
(2 column) accommodates 12 people in 6 
feet; the No. 9-18 (illustrated) accommo- 
dates |8 in 9 feet. 


More salable because they keep wraps 
“in press." 


Improves health and morale — lowers 
absenteeism. 


WRITE FOR BULLETIN OL-10 


VOGEL - PETERSON CO. 


624 So. Michigan Ave Chicago 5, Ill 


/ prize $140) for the best typing. 


| Israel’s fast-growing economy. Schools 
are open day, afternoon, evening; part- 
time and by correspondence. Some 
_trainees have to learn to speak and 
| write Hebrew, English and other lan- 
| guages in addition to learning how io 
take shorthand, type and operate busi- 
| ness machines. 

Although Hebrew was an official Jan- 
guage during the British Mandatory 
Government days, many students began 
studying Hebrew and _ Ilebrew  short- 
hand even during the Israel War of 
Independence. This number has been 
increased with overflowing tides of im- 
migrants. During this transitional peri- 
od, several varieties of shorthand are 
being used. Pitman and Gregg are the 
two popular forms in English, while 
Maimon and others are used in Hebrew. 
Even the German systems of Gabels- 
berger and Stolzesch Rei are being used 
and combined into a simpler united sys- 
tem. This hodgepodge currently is used, 
although there is a heavy concentration 
on Gregg shorthand which is accepted 
in all government offices, including the 
Knesset (Parliament). 

Typists seem to manage better. Al- 
though Hebrew is read from right-to- 
left, typewriters with Hebrew characters 
operate from left-to-right. To a non- 
Israeli, only the numbers and punctua- 
tion marks can be understood. More- 
over, there are no capital letters in 
Hebrew, which uses larger letters for 
emphasis only. Some typewriters have 
$ signs, and other have £ English pound 
sterling signs which must be preceded by 
“I” for Israel pounds. Israelis read and 
| write from right-to-left, but type 

from left-to-right. They must type num- 
bers backwards. Thus, 123 has to be 
written as 321 because the typist starts 
typing the 3 first, then the 2 and finally 
the 1—since numerals are read from 
| left-to-right unlike Hebrew words. 





Incentives are given occasionally to 
encourage better typing. The Haifa 
| branch of the Clerical Workers’ Union 
| last year offered three eash prizes (first 
This 
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eeeee COPE EEE HEHE HEHEHE E EEE 


ANew Executive Duo! 


The busy executive finds ideal working facilities 
in this ibinati of an £ Desk and 
Executive Credenza. Write vs fer the nome of 
your necrest decler. 





QUALITY guaranteed 
EFFICIENCY proven 
BEAUTY unsurpassed 


3 PRICE BRACKETS 
3 COMPLETE LINES 


P.O. BOX 1048 — OKLAHOMA CITY, OKLA. 


MANY LETTERS REACH US EVERY DAY 
from our business friends, proving that Buromarkt 
office equipment magazine is internationally recog- 
nized. If you are interested in the European marke? 
you can be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the compleie 
range of Commercial Stationery by the news and 
trade journal 


BUROMARKT International Journal of Office Equip- 
ment reaching 10,000 dealers and managers in al! 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


Information from: Atlantic Service Agency, P.O. 
Box 415, Flushing, N. Y. INdependence 3-6815. 


Sample copies from: 


VERLAG PETER BASTEN, 
AACHEN, GERMANY 


THe Orrice—July, 1952 








MASO'S 


NEW 


De Luxe 
“Econome”’ 
STAND 


Has Handy Letter Size Drawer! 
This newest addition to Maso’s line of 
typewriter tables and stands is of ail 
steel construction throughout. Choice of 
3 beautiful hammerioid finishes: he ° 
green, brown. Size 14'/2” x 35”-27” hig 

Handy letter size drawer measures 10” 
wide, 12” deep and 14” high, inside. 
Plenty of room for the typist’s needs. 

Write For Details, Prices. 


MASO STEEL PRODUCTS 
Dept. O, 81 W. Van Buren, Chicago 5, Ili. 


No. 695D 
All Stee: 
with Drawe: 





TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


—)* 


i 


REGALRITE BRAND 
RIBBONS AND CARBONS 


& 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC 


200 HUDSON ST., NEW YORK 13, N Y. 



































SIGNALS 
and MAPTACKS 


SEE YOUR OFFICE SUPPLY DEALER 


George B. Graff Co., Cambridge 40, Mass. 











The PARALINER is a new device for rul- | 
ing forms. it has a micrometer-like setting | 
knob by which the distance between lines | 
is measured. When once set the straight | 
edge moves forward the exact measured | 


distance ~~ 3 by step, with a — pres- 
sure of the thumb and forefinger. The oper- 


ation is very simple and parese can pro- | 


duce forms the equal of a skilled draftsman. 
Send for full particulars 


THE PARALINER COMPANY, INC. 
226 Celerado Bidg., Washington 5, D. C. 
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mumbering machine 


Contains 2 extra move- 
ments fer triplicate and 
quadruplicate in addition 
to standard consecutive, 
duplicate and repeot 
movements. 5 actions in 
one machine fulfill normal 
office requirements. 
Foolproof mechanism. 


Deeply engraved charac- 
ters, lightweight aluminum 
frome, easy-to-grip plastic 

handle. 6 figure wheel 
capacity, Gothic or 
Romon. Prefix letter 
wheels available. 

5 Year Guorantee. 


WM. A. FORCE 


64 White Street’ New York } 








OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


wee 
Eficiency— 


“Derebliity 


Adjustable to the 
natural position of 
oy pair of hands. 
KARLO STANDS 
are desig 

Ive better service 

an any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, t 
efficiency and 


greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 








THe Orrice—July, 1952 





was the first such contest intended as 
part of the union’s effort to increase 
oftice efficiency. The union, part of the 
Federation of Labor, announced that it 
was actively engaged in promoting bet- 
ter workmanship and increased output 
in all fields. 

Despite many setbacks, industry has 
thrived headlong in Israel. A good in- 
dex of industrial output is electricity 
consumption which leaped from almost 
72 million kilowatt hours in 1948 when 
Israel was proclaimed a state, to 134 
million kilowatt hours for the first ten 
months of 1951—searcely three years 
later. Loeal business and foreign eom- 
merce have advanced with industry. 

Still business is tough. Large sums 
of money, which some _ economists 
argued should have gone for capital in- 
vestment to build up the country and 
its industries, have been expended to 
bring immigrants whose upkeep con- 
tinues to drain the country’s resources. 
These economists do concede that this 
manpower is an economic asset to a 
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growing country. However, now the 
country is practicing a new policy of 
selective immigration. 

A great handicap also resulted be- 
cause certain government paperwork 
was either destroyed or jumbled in the 
confusion after the British Mandatory 
Government left Palestine before Israel 
was established by United Nations au- 
thority. Further confusion and disrup- 
tion of business and paperwork occurred 
during the War ot Independence be- 
tween the Israelis and Arabs. 

Notwithstanding the setbacks, Israel’s 
industries and businesses have expanded 
so greatly in so short a space of time at 
the expense of organization. Conse- 
quently the country now is striving to 
consolidate its economy. Stop almost any 
Israeli businessman, if you can catch up 
with him as he seurries along Allenby 
Road in Tel Aviv, and ask him about 
these conditions. He will answer you 


simply: “We’ve waited 2,000 years to 
What can you expect 


rebuild Israel. 
in four years?” 








EWS 


of the Industry 





President of Eastern Corp. 


Harold Holden 


was eleeted presi 


dent and = director 


of Kastern Corp., 
Bangor, Me., sue 
Clyde b. 
who. re- 
last July to 


ceeding 
Morgan 
signed 

become president 
Ine. 
Since Mr. Morgan’s 


of Rayonier 
Harold Holden 
resignation, Ira D. 

Wallach, vice president, has 
been the company’s chief executive of- 
new 
long, sue- 


executive 
ficer pending the selection of a 
Holden 
cessful record in the paper and pulp in- 
dustry, reaching back to 1919. He was 
associated with Oxford Paper Co. for 16 
since 


president. Mr. has a 


vears, first as sales manager and 
1948 as vice president in charge of sales 
which position he resigned to accept 
the presidency of Eastern. For the pre- 
vious 16 years, he and 
New England manager of Paper Makers 
Chemical Co., 


chief 


was part owner 
before that served as 
Falulah Paper Co. 


and 
chemist of 


Voice of American Business 


During the week of October 20, the 
Oftice Executives Assn. of New York will 
sponsor an exhibition in which industry 
will tell its when firms like 
General Electric, General Foods, Otis 
Shell Oil will show an 
estimated audience of a quarter-million 


own story 


Elevator and 
why they must fight to preserve free en- 


terprise against the isms attacking it. 
This Invest in America exhibition will be 


held in conjunction with the National 
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New York’s Grand 
members of the bil- 
lion-dollar office equipment industry will 


Show at 
Palace and 


Business 
Central 


occupy the first two floors of the exposi- 
tion. On the other floors, large users of 
office equipment will demonstrate how the 
office helps business to bring the benefits 
of free enterprise to all Americans who 
invest in America their am- 
and faith. Following Philadel- 
phia, Detroit and Los Angeles, this will 
be New York’s Invest in America Week. 


energies, 


bitions 


Thomas C. Woods 
Sr. was elected 
chairman of the 
board of Addresso- 
graph Multigraph 
Corp. George C. 
Brainard, the 
corporation’s presi- 
dent 1946, 
was elected chair- 
man of the execu- 
tive committee of 
the board. J. Basil Ward, a veteran of 
40 years in the _ business, elected 
president. Mr. Woods succeeds his late 
father, Frank H. Woods Sr., to board 
chairmanship. Mr. Brainard, in his new 
position, will act in a general super- 
capacity and will devote much 
of his time to special corporate projects. 
In the immediate future, his attention 
will be integrating foreign 
subsidiary operations. President Ward 
will function as chief executive officer. 
He is the first man in the corporate his- 
tory of the from the 
ranks to top responsibili- 
ties. 


Addressograph Officers 


since 


J. Basil Ward 


was 
visory 
focused on 


rise 
management 


business to 
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C 
“MODERN” 
FILE 


No. 990 


$75 


eS Na ee Et SAN SEAN SE AE ITNNI Oi A SIR si 5 seti 


ER 0: 


With plunger-type lock 
which automatically 
locks all drawers 
No. 990PL 
$8.50 additional 


Grained Walnut, Ma- 
hogany or Knotty Pine 
Finish $12.50 additional 


Just right for the small office. A filing cabinet, a storage cabinet and 
a concealed secret vault all in one. The latest design in office cabi- 
nets. Contains four ball bearing letter files plus three adjustable 
storage compartments under lock and key. Only you know the dial 
combination of the secret vault. Will pay for itself by preventing 
petty pilferage. 50!/," high, 30!/." wide, 17" deep. Olive green or 
Cole gray baked enamel! finish. 

PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


oe) & Z STEEL EQUIPMENT COMPANY 
° . 285 Madison Avenue, New York 17, N. Y. 











Federal Specializes in 


COMPLEX Business Forms 


including 


> \ | » 

-SNAP’N PART 

Tal 

Carbon-Interleaved 
Sets 


Federal designs and prints forms to solve 
our business problems. We specialize in 
pmplicated carbon-interleaved sets of all 

es and combinations of sizes. And because 

We use only the fastest, most modern ma- 

chines available, you can depend on us for 

finer precision-printing — and prompt deliv- 
ery. Federal prices are attractive. Why not 
have us quote on your next job? 


FREE FORMS FOLDER 
Federal Business Products, Inc., Dept. J, 
90 Gold St., New York 38 


Send me your free illustrated folder, “Short Cuts 
in Business Forms” 


ZONE_____STATE. 


PRINTERS OF BUSINESS FORMS SINCE 192 


business Fowucrs. swe. 90 GOLD ST. , NEW YORK 38 * CO 








OEMI Meets on West Coast 


More than 100 top executives attended 
the annual meeting of the Office Equip- 
ment Manufacturers Institute at Pebble 
Beach, Calif., May 21-22. The opening 
dinner was addressed by Tully C. Knoles, 
chancellor, College of the Pacific, who 
was introduced by Edgar B. Jessup, pres- 
ident, Marchant Calculating Machine Co. 
and Pacific Coast director of the insti- 
tute. The luncheon meeting heard J. 
Hugh Jackson, dean, Stanford Graduate 
School of Business. 


Chicago Stationery Show 


The Chicago Stationery Show will be 
held at the Palmer House, Aug. 10-13, 
from 1 to 9 p. m. on Sunday; 9 a. m. to 
6 p. m. on Monday and Tuesday; 9 a. m. 
to 9 p. m. on Wednesday. Over 100 lines 
of merchandise will be shown in 88 
rooms on the 7th floor, according to 
George F. Little Management. 


inlet VARS od 
Vice President Alben W. Barkley, Henry L. 
Schenk (left), president, and Ira Guilden, 
board chairman, Trade Bank & Trust Co., New 
York, in front of the vault built by Mosler 
Safe Co. in the bank's new main office. 
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Reeve Schley, chairman of finance commit- 
tee of Underwood Corp., tries the 7-millionth 
Underwood Typewriter while L. C. Stowell, 
president, and P. D. Wagoner, chairman of 
the board, look on. The machine was finished 
in gold to mark 50 years of typewriter manu- 
facture by the 57-year-old company. 


Heads Mid-States Gummed Paper 


Election of Arno L. Zinke as president 
of Mid-States Gummed Paper Co. was 
announced by the firm’s board of direc- 
tors. He also was named to the board. 
As president and director Mr. Zinke 
succeeds the late Irving R. McHenry who 
died last October. Also elected to the 
board was Louis F. Weyand, executive 
vice president and director of Minnesota 
Mining & Mfg. Co. of which Mid- 
States is a wholly-owned subsidiary. 


A. B. Dick Appointments 


A. B. Dick Co. announced recent ap- 
pointment of A. P. Hyde as manager of 
a newly created business systems de- 
partment. Mr. Hyde will be responsible 
for the development of business systems 
applications adaptable to mimeograph, 
spirit and offset duplicating. He will also 
coordinate the development of training 
plans and programs in the field of busi- 
ness systems. E, Donald Duhamel was ap- 
pointed as staff assistant—sales develop- 
ment. Mr. Duhamel will assist in the 
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STORMS 


QUALITY PRODUCTS 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


"The Complete Line” 
Dealers... 


Incroase your sales. Compete with confidence. 


Sell highest grade merchandise produced and 
guaranteed by a reputable manufacturer with a 
thorough knowledge of DEALER requirements. 


H. M. STORMS COMPANY serving the DEALER 
TRADE EXCLUSIVELY for more than a HALF CEN- 
TURY is exceptionally well equipped to provide 
everything required in CARBON PAPER, INKED 
RIBBONS and CARBONIZED ROLLS. 


We have complete modern facilities for pack- 
aging and imprinting under dealers’ private brands. 


Investigate our PERSONALIZED service. Carbon 
paper. permanently identified with your brand name 
printed directly on each sheet of carbon. A sure 
way to build repeat sales 


Write NOW to Dept. H for details. 


f 


bs 
ke 





"tons erernAY 


TRAE mane 


H. M. STORMS CO. 
STORMS BUILDING 
BROOKLYN 16, NV. Y. 
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offset 
duplicating sales program and act in a 
eapacity with the field sales or- 
ganization. For the past year he has 
been working closely with the production 
of offset plates and supplies to give him 
an excellent background for his new po 
sition. 


coordination of the company’s 


liaison 


Smith Is Credit Manager 


Kenneth V. Smith, 
for many vears as- 
sistant to the cred 
it manager of Eb 
erhard Faber Pen 
cil Co. has been ap- 
pointed credit man 
Mr. Smith 
started as an office 
boy in 1933. World 
War II interrupted 
his business career 
temporarily and upon returning in 1946 
he was assigned to the credit department 
where he has since served. 


ager. 


e 


Kenneth V. Smith 


Heads Adding Machine Sales 


J. B. MeCormick, vice president, L. C. 
Smith & Corona Typewriters Ine., an- 
nounced the appointment of Milton L. 
Watson as sales manager of the Smith- 
Corona Adding Machine Division. Mr. 
Watson joined the company as a sales- 
man in 1984, and, except for a_ period 
with the Armed Forces, has been in its 
employ ever since. He will make his 
headquarters at the company’s home of- 
fice in Svracuse, N. Y. 


NOMDA Group Insurance 


Members of the National Office Ma 
chine Dealers Assn. are putting their 
Group Life Insurance Plan into effect. 
A complete explanatory brochure was 
mailed each member together with en- 
rollment eards and all other pertinent 
information on the plan. This is the eul- 
mination of nearly two years work 
which began with a survey to determine 
the numbers that were interested in such 
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1 program. The results have been over- 
whelmingly in favor. Since the plan was 
announced there have several in- 
juiries from 
have joined 


Life Plan. 


been 
and dealers 


to qualify for the 


non-members, 
Group 


Royal’s Southern Manager 


J. D. Farr, office typewriter sales 
manager for Royal Typewriter Co, an- 
nounced the promotion of H. W. Ulrey, 
formerly Philadelphia district manager, 
to the post of divisional manager 
of Royal’s southern sales division. Mr. 
Ulrey came to Royal as a salesman in 


sales 


Milwaukee in 1935 and was promoted to 
district manager of the Rockford branch 
in 1939. Named director of Royal’s Can- 
adian operations in 1944, he returned to 
the U. S. in 1951 to take over the man- 
agerial duties at Philadelphia. 


Morrises’ Anniversaries 


Last month Bert M. Morris, president 
of the company bearing his name, cele- 


brated 54 years in the industry since 
starting in 1898 at the J. C. Packard 
Stationery Store in San Diego. Alice M. 
Morris, 


pany, completed 26 vears of service to 


secretary-treasurer of the com- 
the organization. On June 14, Alice and 
Bert celebrated 25 happy years together 
on their silver wedding anniversary. 
They chose the occasion to announce the 
engagement of their eldest daughter, 
Gloria June, to Robert Craig Anderson 
of Beverly Hills. 


Clary Service Manager 


John R. Winters has been appointed 
general service manager of Clary Multi- 
plier Corp., Hugh L. Clary, 
has announced. William W. Jones has 
been promoted to assistant general ser- 
manager. Mr. Winters has been 
with Clary sinee 1946, For the past 3% 
vears he has 


president, 


viee 


been service manager of 
the Los Angeles sales branch, where he 
performed an outstanding job. Mr. Jones 
has been Clary’s supervisor of dealer 
office for the past 


service in the home 


“Quality above Comparison”’ 


Smead’s is a “A Quality Line”’ 
made by craftsmen 


When you open a Smead package 
you can depend on the Best 


THE SMEAD MANUFACTURING CO., INC. 


HASTINGS, MINNESOTA 
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“K-LINE™ Self-Locking 


POLISHED ALUMINUM 
EFFICIENT two years. The dealer service depart- 
NON-CORROLIVE ment and branch service department 
PERMANENTLY were combined into one general service 
ee ee 
LENGTHS AvAlL- Y & E Appointment 


Richard E. Contryman was appointed 
7, INCHES . manager steel division sales, effective 
Prices with full details on request. April 23. He joined the company as as- 
W. R. KLINE CO. sistant clerk in the Rochester 


sales 
440—73rd Street Brooklyn 9, 


branch. In his new capacity, Mr. Contry- 
man will assume, along with other re- 


B "=z | sponsibilities, some of the duties form- 
nee tf BG) | cy cari 





osu 


erly carried out by Charles W. Schreiber 
now general sales manager. 


sxc ba Pi 


Select Rough — Rebuilt 


*~ | Golf Souvenir 
: + nae A ; fe Golfers will like the attractively repro- 
e AccountING? 4 duced presentation, designed for fram- 
@ Appinc AND BiLLinc machines bought. on. ing, of Grantland Rice’s All Time Golf 
tented’ repaired or re- | Stars which can be had by writing on 
ACME “conditioned. Write for | Your letterhead to Eastern Corp., Ban- 
ADOING aabCHINE “i current prices. gor, Me. 
& SALES 321 BROADWAY «© NEW YORK? N.Y 
DP once 1927 WO 4-1240° cable: * eg Large Locker Production 
Berger Mfg. Div., Republic Steel Corp. 
is producing about 600,000 steel lockers 
CASH RE GISTER a year, the largest percentage of business 
at present consigned to the Atomic 
Energy Commission, Navy, military es- 


. ue. ae 


emi 
—" Ait tt ORAL AIO 





WRITE FOR LATEST CATALOG 


International Cash Register Parts Co. 





Chicag rsh Registé Ports C 
ADDIS N STREET, CHICAGO 18, ILLINOIS 





SPECIAL MACHINES 
for the manufacture of 
CARBON PAPERS 
TYPEWRITER RIBBONS 
DRY STENCILS 
& 

HAIDA ENGINEERING CO. 
tong tetend Oli < ten Vert "How to Sell Metal Desks" is the thirteenth 


sales manual prepared by National Stationery 
& Office Equipment Assn. for its members. 
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LET'S LOOK. AT THE #AGCia 


ANUFACTURERS OF 
THE WORLD’S FINEST 
CHECK WRITERS 


Backs up its dealers 


Ritchie Sound Absorb- 


Other Safeguard office items: 
Rubber Tool Type- 


ing Anchor Cushions and Dry 


writer Type Cleaners. 
Inquire into Safeguard Checkwriter Cost Saving Plan 


Safeguard Corp. 
LANSDALE, PA. 


ONLY ReEX-7eoTARY HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 





W's exclusive with the revoluti 
Rex-Rotary D270... an pogo 
ridge is inserted, a dial set for the 
degree of inking, and the machine 
needs no further attention... all 
— come out perfectly and uni- 
ormly printed...no more under- 
or over-inked copies... re-inking 
- necessary ..a bell announces 
when it's time to insert a n 
cartridge. we 


... with printing press isi 
Precision, 
ine sheets or small cards, the 
nage ie oe steel grey Rex-Rotar 
-- Multi-Co 270 does o fast job in ony por 
STEN CIL pony cleaner and with more 
onomy and flexibility than any 


DUPLICATOR other machine. 


Rex-Rotery Distributing Corp. 
Let me hove more intormotion abou! the new Rex Rotor 


ae ate owe ee ER ee re 
19 W. 31 5t., Now York 1, .Y. 
1 0270 dupicetor ond H 


. 


REX- ROTARY pics, Corp. + 19 W. 51, NewYork 
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TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e TIME STAMP 
BOOKKEEPING MACH. @ ADDING MACH. 
CARBON PAPERS 


TYPEWRITER @ BILLING 
FAN-FOLD e@ PENCIL 
CARBON JACKETS @ REGISTER ROLLS 
HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS @ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


LiTy 
ok 


Codo-assures You 


INCREASED VALUE 














| Codo- | mt. corp. 


Factory: Corcopolis, Pa. 


564 W. Monroe St. 
Chicago 6, ll. 


401 Wood St. 


270 Lafayette St. 
Pittsburgh 22, Pa. New York 12, N.Y. 


tablishments or defense plants. <A large 
Air Foree order for lockers was com- 
pleted recently. Berger manufactures a 
complete line of steel lockers, the 
smallest 12” x 12” x 12” in tiers 5 and 
6 high; the largest model, 24” x 24” x 72” 


Visiting Europe 

Business conditions, as affecting 
Friden calculator sales, will be studied in 
every corner of Europe this summer bv 
L. B. Taylor, vice president in charge 
of sales, and S. M. Friden, export sales 
manager of Friden Calculating Machine 
Co. who sailed last month and expect to 
return Sept. 1. 


25 Years with Safeguard 

While Safeguard Corp., Lansdale, Pa., 
is preparing for its 40th anniversary as 
a manufacturer of checkwriting devices, 
one of its directors, Vernon S. Landis, 
treasurer, celebrated his 25th year with 
the company last month. Mr. Landis is a 


Great American Insurance Co., New York, 
uses more than 200,000 Oxford Pendaflex 
folders in all their vertical filing drawers. 
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Make Plates 10 Min.! 


For Davidsons, Multiliths 
TOP QUALITY — BIG SAVINGS! 


Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


No darkroom needed! 
Easy, foolproof 
5-minute 
development! 


MAKE your own plates, save plenty! 
New “Speedee’’ Platemaker, used with 
pre-sensitized plates, gives you top qual- 
ity plates FAST . . . at lowest cost. Try 
10 days FREE. Write today! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 














USSU \ potter Letters 


EQUIPMENT-SUPPLIES-PARTS 








are written on 


REBUILT ADDRESSOGRAPH BF.Goodrieh PLATENS 


ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Plates, 
frames, trays, cabinets, tabs, 4 e Factor 
ribbons, speedaumats. Our : a T * 

large stencil embossing dept. este 


gives fast, accurate service. ee 
' e Quality 


REBUILT ELLIOTTS 
ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE .. 
BUY and SELL Fibre sten- 
cils, tong & short trays, 


Guaranteed 


Your local type- 
writer dealer car- 
ries the B. F. 
Goodrich platen. 
Call him today! 


cabinets, liquid & paste ink. 

Also Smith Stencil  type- 

writers. 

WRITE FOR INFORMATION, PRICES & CIRCULAR 


Dept. 21-0, 40 W. 15th St., N. Y. 11, N. Y. 


Nationally distributed by 


SHIPMAN-WARD MFG. CO. 
MAILERS' EQUIPMENT CO. 325 NORTH WELLS ST., CHICAGO 10, ILLINOIS 
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PAYCHECK ‘‘Outlook’’ ENVELOPES 


The quick, easy, safe way to handle pay checks. 
Name only, as written on the check, shows through 
window in opaque envelope. This "insures privacy 
for employer and employee. Saves second address- 
ing of names on ordinary envelopes and prevents 
checks getting mixed, Made any size, with window 
opening positioned to fit your checks. 


Send us check you now use and we will submit 
sample Paycheck “‘Outiook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE C0., 


Originators of “Outlook” Er elope 


Est. 1902 


% ADJUSTO-SWING fits most desks, 
metal. Easily attached. 

%& Adjustable to proper height. 

% Converts flat top to Steno desks. 

%& Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 


wood or 
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TYPEWRITERS — 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 








CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 
Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 
Also ask about our ADDOMETER, itr | 


and subtracting machine that retails 2. $12. 
and pays you up to 52% profit. 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 
301 W. Monroe St., Chicago 6, Ill. 











STENCIL BOOK FILE 


The Smart Way to 
FILE STENCILS 


Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use, 

Capacity 50 stencils 

Capacity 100 stencils 


TECHNYGRAPH CO., Techny, Il. 
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well known figure in the office equipment 
trade, known for his fine sense of humor, 
outstanding ability and clear-cut cooper- 
ation with the trade. 


Thomas Distributors 


W. C. Thomas, president, Thomas 
Mechanical Collator Corp., announced 
that his firm has strengthened national 
distribution by appointing seven new 
dealers in the west coast area: Griswold 
& Winters, Los Angeles; Lowman & 
Hanford Co., Seattle; Stationers, Inc., 
Tacoma; Ward Harris, Inc., San Fran- 
cisco; J. K. Gill Co., Portland; Capital 
Mimeograph Co., Sacramento; and San 
Diego Office Supply & Equipment Co. 


Forms Magician 


Leslie P. Guest was unanimously elect- 
ed president of the Society of American 
Magicians at their annual convention 
last month. Mr. Guest is manager of the 
direct mail department of Alfred Allen 
Watts Co., Inc., business forms printers. 


Todd Pioneers 


George L. Todd, president, Todd Co., 
was one of 11 new Todd Pioneers in- 
ducted at the organization’s annual din- 
ner on June 12. The banquet, an an- 
nual affair since 1939, honors Todd em- 
ployees with 25 or more years’ service. 
Seven of the new Pioneers are employees 
of Todd’s Rochester plant and office; 
four are from the Brooklyn branch 
plant. 


Albert A. Goldstein 


Albert A. Goldstein, 68, vice president 
in charge of sales and advertising for C. 
E. Sheppard Co., Long Island City, N. Y., 
died suddenly May 22. Mr. Goldstein, na- 
tive of St. Louis, gained his advertising 
background at Lord & Thomas Advertis- 
ing Agency in Chicago. When he came 
to New York 44 years ago, his first and 
only business association was with the 
Sheppard organization. Widely known to 
the trade, he was largely responsible for 
the acceptance of loose leaf systems. 
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YOUR CUSTOMERS will be 


MORE a7, 4 








by documents, papers and 
checks protected by 


Schlegel punt 
FASTENERS 


Niulae tt 10] am ole ial-M av] 0) of -1 al ofelate! 


@ ADDED TOUCH that’s “good 
business” . . . Schlegel PULL FAS- 
TENERS make every packet of busi- 
ness papers look valuable, official 
...- look “cared-for” ... help win 
respect for you, your company, 
and the papers. 


PLUS 
NO BREAKING! NO TEARING! NO SLIPPING! 
Strong ... durable... quickly, fully 


adjustable . . . flat cloth tape... . 
Schlegel PULL FASTENERS hold 
papers firmly while you carry them, 
or for a lifetime in your files. 


WRITE! Descriptive folder with 
prices and sizes mailed promptly. 


Schlege 


388 N. Goodman St., Rochester 7, N. Y. 


MANUFACTURING 
COMPANY 
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-aevensieans: 





Acco Products, Inc. 17 
Accounting Machine Export hoy 120 
Acme Adding Machine Service & Sales Corp. 138 
Address-O-Rite Stencil & Machine Co. 118 
Adjusto-Swing Office Machine Stands Co. 

Allen Business Machines, Inc., R. C. 15, 
Allied Carbon & Ribbon Mfg. Corp. : 
Amberg File & Index Co. 

American Addressing Machine Corp. 

American Automatic Typewriter Co 

American Carbon Paper Mfg. Co. 

American Hair & Felt Co. 

American Lithofold Corp. 

American Photocopy Equipment Co. 

Art Steel Sales Corp. 

Associated Industrial Designers 

Autocopy, Inc. 

Automatic Pencil Sharpener Co. 


Barrett Adding Machine Division 
Basten, Peter ... 

Bomont, Inc. ........... 
Brushmakers, Inc. . 

Burroughs Adding Machine Co. 


Canvas Products Corp. 

Clary agg od mee. 

Codo Mf 

Cole nit es Sesipinend Co. 

Colonial Carbon Co. ; 

Columbia Chemical Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Cetterman, |. D. 

Coxhead Corp., 

Cramer Posture Chair Co. 


Davidson Corp. 

Dehn, tA. 
Dennison Mfg. Co, 
Denominator Co. .. 
Dewberry Engraving Co. 
Dick Co., A. B. 

Ditto, Inc, 
Dreusicke & on, Wilhelm 
Eastern Corp. 

Evans Specialty 

Executive Furniture Inc. 
E-Z Sort Systems, Ltd. 


Faber-Casteli Pencij Co. A. W. 
Faber Pencil Co., Eberhard 
Facit, Inc. . ; 

Fattor Mfg. Co, 

Federal Business Products, Inc. 
Federal Cash eater Co. 
Force & Co., A. 

Friden Coleulating Machine Co. 


Gavrin Press, Inc., Arthur J. 
General Multi Forms Sales Co. 
Gibian, Richard 

Graff Co., George B. 


Haida Engineering Co. 
Hamilton Wie Corp. ., 
Hammermill Paper Co. 
Harding Co., Milo ... 
Hectographia Corp. 
Hush-A-Phone Corp. 


Imperial Desk Co. 

Indiana Cash Drawer Co. 

Ink Specialties Co. 

Inter-Continental Trading Corp. 
International Business achines Corp. 
International Cash Register Parts Co. 
Invincible Metal Furniture Co. 


Karl Mfg. Co. 

Kee Lox Mfg. Co. 

Kellog Switchboard & : Supply ¢ Co. 
Kline So. W Ww. Rz 


Lamb Electric Co, . ker 
Lanston Monotype Machine Co. 
LeFebure Corp. : 
Litho Engineering & Research 


Mailers Equipment Co. 

Manifold Supplies Co. 

Marchant Calculating Machine Co. 
Maso Steel Products 

Master Addresser Co. 

McBee Co. 

Meilink Stee] Safe Co. 

Minnesota Mining & Mfg. Co. 
Modern Business Forms Dionne Co. 
Moore, Inc., : 





- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAi - 


1wusaad 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


‘/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


FEDERAL-FEDERAL 


PA ET EE) 
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Morris Co., Bert M. 
Multistamp Co. 


National Cash Register Co. 
Norta Distributing Co. 


Odhner Sales, Inc. 

ee ee reer 
Office Publications Co. 

Olid Town Corp. . 

Olivetti Corp. of America 

Outlook Envelope Co. 

Oxford Filing Supply Co. 


Paraliner Co. 
Peerless Imperial Se. 
Phillips Process Co. 
Pitney-Bowes, Inc, 
Precisa Distributors 
Print-O-Matic Co. 
Prontc File Corp. 
Punched Card, The 


Queen Ribbon & Carbon Co. .... 


Rapid Roller Co. 
Regal Typewriter Co. 


Reliable Typewriter & Adding Machine Co. .. 


Remington Rand, Inc. 

Replica Products Corp. 
Rex-Rotary Distributing Corp. 
Rising Paper Co. 

Roberts Numbering Machine Co. 
Roberts Rubber Co., Weldon 
Rol-Dex Division 

Royal Typewriter Co. . 


Safeguard Corp. 


Schlegel Mfg. Co. 

Scott-Rice Co. 

Select-O-Phone Pivision 
Sheppard Co., C. 

Sheppard Eevelope : ES 
Shipman-Ward Mfg. Co. .......... 
Shredmaster a 

Smead Mfg. « 

Smith Co. Charles Cc. 

Smith & Corona vepowrtbere Inc., 
SoundScriber Corp, .......... 
Standard Manifold Co. 

Standard Register Co. 

Staplex Co, 

Storms Co., 

Strohmeyer & Arpe Co. 

Sturgis Posture Chair Co. 


Technygraph Co. 

Thomas Mechanica| Collator Corp. 
Tiffany Stand Co. - 
Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Uarco, Inc. .. 
Underwood Corp 
U.S. Typewriter, Ribbon Mfg. Co. 


Vari-Typer, The ee 
Victor Adding Machine Co. 
Vogal-Petersor, Co. 


Wassell Organization 
Watson Mfg. Co. 
Weber, Org., A. J. 
Weston Co., Byron 


Yawman & Erbe Mfg. Co. 





THESE F 


@ 44 Non-glore keys. 


@ Line adjusting lever. 
for 3 different spacings: 
single, 1/2 and "Gouble line. 


@ Automatic ribbon reverse. 

@ Clear type with high impact strike. 

@ Silent carriage return. 

® uppers hardened to full length will 
id alignment indefinitely 


Made in Western Germany 


The new Olympia Personal Typewriter offers a maximum 
of outstanding features. Its light touch assures fast typing 
with minimum effort. Clear, sharp type faces guarantee 
perfect, easy to read letters and permit from 6 to !2 clear 
carbon copies. Many handy typing controls for increased 
output. 


Write for illustrated literature today! 


INTER-CONTINENTAL TRADING CORP. 90 west st., N.Y. 6, N.Y. 
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Apathy 

NE of the more disturbing ob- 

servations on the applications 

of electronics in offices is the 

lack of evidence that office 
managers are devoting the necessary 
thought and effort to meeting the 
massive impact of this radical new 
attack on clerical work. While much 
publicity has been given to the 
‘*brains’’ on such far ranging sub- 
jects as Atomie Energy Commission 
ealeulations and undefeated Prince- 
ton football teams, the past several 
months have quietly seen further 
strides in pairing business comput- 
ers with strictly office tasks. And 
newer models are on the way which 
will drastically affect specific bill- 
ing, payroll, and filing operations. 
Yet office managers preponderate- 
lv are not preparing themselves for 
the inevitable basic changes. 

This apathy is dangerous and in- 
dieates a failure thus far by office 
managers to meet their future obli- 
gations. The apathy has been appar- 
ent at various office management 
conventions the past two years, 
where those attending listen atten- 
tively to occasional talks on electro- 
nies but do not follow up with any 
suggestions or actions themselves. 


OO ITT 
Oe gener” 
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Also, this magazine has pioneered 
with several articles on electronics, 
endeavoring to familiarize its exten- 
sive office readership with the prob- 
lems. The ensuing correspondence 
and comment has been much less 
than that resulting from articles on 
almost every other aspect of office 
management. 

We are convinced that ambitious 
and conscientious office managers 
must start to live with this problem. 
As customary with something new, 
it is a two-edged sword. There is 
still considerable fear that advanced 
office electronics will produce mass 
white collar unemployment—a fear 
which statements to the contrary by 
many leading figures have not been 
able to allay. The long range ad- 
vantage rests in the elimination of 
many repetitive and boring tasks 
which, face it honestly, give little 
or no job satisfaction to anybody in 
an office. The problem is what will 
the performers of these dull office 
tasks do once electronics have set 
them free. As an office management 
executive, this question must econ- 
cern you. Already a scattered dis- 
location has taken place within spe- 
cific departments of a few large 
companies. Those affected have 
been quickly absorbed by other de- 
partments suffering from the cur- 
rent clerical shortage. But how 
long before these other departments 
succumb to the growing capacities 
of the new computers? The far- 
sighted office manager should pre- 
pare now for approaching changes 
and thereby influence most effective- 
ly his own future work environment. 
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Imagine . . . 7,000,000 of them! Yes, seven 
million office-size Underwoods! 

Who'd think any manufacturer had made 
that many typewriters for business! No 
wonder Underwood is recognized as the 
“Typewriter Leader of the World.” 

And those 7,000,000 Underwoods prove 
that we secretaries certainly know a good 
thing when we use it. 

Have YOU seen the new Underwood with 
that smooth, s-m-o-o-t-h touch and Under- 
wood’s exclusive See-Set Margins? 

Your local Underwood representative will 
gladly give you a demonstration. Phone him 
right now! 


Note the Underwoods Wherever You Go! 


Underwood Corporation 


Typewriters . . . Adding Machines . . 
Accounting Machines... Carbon Paper... 
Ribbons 


One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


Filithn Touch. OF LUKE 


® 1952 MADE BY THE TYPEWRITER LEADER OF THE WORLD 








